Roxbury  Community  College 
:  HANDBOOK 


Dear  Student, 

Welcome  to  Roxbury  Community  College,  "Gateway  to  the  Dream"! 
You  are  about  to  embark  on  a  life  changing  experience  as  you 
pursue  your  academic  and  career  goals  at  RCC.  The  faculty  and 
staff  are  committed  to  providing  you  with  the  highest  quality  of 
instruction  and  services  to  meet  your  needs. 

We  have  an  ethnically  and  internationally  diverse  student  population 
representing  more  than  50  nationalities.  The  richness  of  the  RCC 
experience  is  unlike  that  of  any  other  community  college  in 
Massachusetts.  We  are  truly  a  microcosm  of  tomorrow's  workforce. 

Roxbury  Community  College  has  a  number  of  resources  to  help  you 
achieve  your  educational  goals.  The  Student  Handbook  provides 
detailed  information  about  these  resources  and  services,  and  also 
college  policies  and  procedures. 

Please  do  not  hesitate  to  contact  me,  if  I  can  be  of  assistance  to 
you.  Best  wishes  as  you  begin  your  Roxbury  Community  College 
experience. 

Sincerely, 

Stephanie  C.  Janey 

Vice  President  for  Enrollment  Management  &  Student  Affairs 

The  Learning  Center,  Bldg.  #3,  Room  207A 

617-541-5345 

sjaney@rcc.mass.edu 
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Roxbury  Community  College  is  accredited  by  the  New  England  Association  of  schools  and  Colleges  (NEASC). 

Roxbury  Community  College  maintains  and  promotes  a  policy  of  non-discrimination  in  employment  and  education  on  the  basis  of  race,  creed,  religion  color,  gender, 
sexual  orientation,  age,  disability,  veteran's  status,  marital  status,  and  national  origin.  We  are  committed  to  a  policy  of  affirmative  action,  equal  opportunity,  equal 

education,  non-discrimination,  diversity  and  equal  access. 
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MISSION    STATEMENT 


ROXBURY  COMMUNITY  COLLEGE,  as  an  urban  college,  has  both  the 

f 

expectation  and  obligation  to  serve,  with  excellence,  camunities  with 
predatiinantly  minority  and  recent  immigrant  populations. 

With  the  belief  that  all  students  adtdtted  to  Roxbury  Ocranunity  College 
can  learn  and  persevere  to  complete  their  educational  objectives,  Roxbury 
Ocmnunity  College  aims  to  provide,  through  its  development  programs,  instruction 
and  personal  growth  experiences  that  prepare  students  for  lifelong  learning, 
employment,  good  citizenship,  ethical  conduct,  and  continuous  development.  In 
addition  to  serving  the  learning  needs  of  the  greater  Roxbury  area  and  surrounding 
catmunities,  Roxbury  Catirunity  College  has  chosen  mathematics,  nursing, 
science,  and  technology  as  areas  of  primary  focus . 

Roxbury  Cbmrunity  College  fulfills  its  mission  by 
offering  a  range  of  two-year  Associate  of  Arts  and  Associate  of 
Science  degree  programs  and  one-year  certificate  programs, 
alcng  with  General  Equivalency  Diploma  (GED)  preparation, 
other  college  preparation  programs,  bilingual  programs,  and 
cotirajnity  education  programs . 

These  programs  are  offered  in  a  variety  of  settings, 
iyfeny  of  the  programs  are  offered  during  daytime  and  evening  hours.  Academic  and 
student  support  services  are  provided  through  the  Library,  the  Teaching  Learning 
Center,  the  Advising  Center,  and  the  Counseling  Department . 


PART  ONE  —  Facilities  &  Services 


ACADEMIC  ADVISORS 

All  students  enrolled  in  degree  programs  axe  assigned  academic  advisors  who  are  members  of  the  faculty  and  staff. 
Although  students  are  reccrrmended  to  meet  with  advisors  on  a  regular  basis  to  discuss  course  selections  and  career 
options,  they  are  reajired  to  iteet  with  their  advisors  prior  to  registration  every  semester.  Advisors  will  post  their  hours  on 
their  office  doors.  Students  who  do  not  have  advisors  should  contact  the  Advising  Genter,  Student  Center  Building,  Roan 
311(617-541-5303). 


ACTIVITY  HOURS 

Special  times  are  reserved  during  the  week  for  student  activities,  club  meetings  and  assemblies.  Generally,  no  classes  are 
scheduled  during  these  hours:  Tuesdays  and  Thursdays  from  11:30  am  until  12:50  pm. 


ADVISING  CENTER 

Student  Center  Building,  Room  311 

The  Advising  Center  monitors  academic  progress,  alerts  advisors  about  students  who  are  experiencing  academic  difficulty, 
and  refers  students  to  counselors.  The  counseling  staff  works  closely  with  the  school  nurse,  outside  health  agencies,  and 
other  agencies  associated  with  disabilities.  Counseling  is  available  in  both  English  and  Spanish. 


ASSESSMENT  —  See  Placement  Testing  in  Part  2 


ASSOCIATE  DEGREES  —  See  Programs  of  Study 


ATHLETICS 

The  athletics  program  offers  students  opportunities  to  participate  in  intercollegiate,  intramjral,  and  recreational  activities. 
Intercollegiate  teams  exist  for  baseball  (men)  and  basketball  (men  and  women) . 

Also,  the  Reggie  Lewis  Track  and  Athletic  Center  at  Roxbury  Camunity  College  offers  other  intramural  activities,  including 
tennis  and  volleyball.  Credit  and  non-credit  classes  in  aerobics,  dance  and  karate  are  offered  to  all  students. 


For  schedules  or  more  information  about  the  program  offerings,  contact  the  Athletics  Cepartment  in  the  Reggie  Lewis  Track 
and  Athletic  Center. 


BOOKSTORE 

Academic  Building,  First  Floor 

The  Campus  bookstore  sells  all  textbooks  requited  for  your  courses,  as  veil  as  school  supplies, 
clothing,  gifts,  greeting  cards,  newspapers,  magazines  and  snack  ijbetns.'  For  your  convenience, 
MasterCard,  Visa  and  American  Express  are  accepted. 
Hours  of  operation:  9:00  am  -  5:00  pm  Monday  and  Thursday 

9:00  am  -  7:00  pm  Tuesday  and  Wednesday 

9:00  am  -  2:00  pm  Friday* 
*Curing  the  first  two  weeks  of  each  semester,  extended  hours  are  posted. 


BULLETIN  BOARDS 


Bulletin  boards  are  located  in  every  College  building.  Any  material  posted  on  College  bulletin  boards 
must  be  approved  and  stamped  by  the  Office  of  Student  Activities.  Any  material  not  stamped  or  any 
material  that  is  posted  in  places  other  than  bulletin  boards  (i.e.,  pillars,  walls  and  elevators)  will  be 
removed. 
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CAMPUS  LOCATIONS 

Roxbury  Community  College  consists  of  two  campuses.  The  main  campus,  located  at  1234  Columbus 
Avenue,  is  adjacent  to  Malcolm  X  Boulevard  and  Cedar  Streets.  This  12-acre  campus  consists  of  five 
buildings:  Administration,  Academic,  Media  Arts,  Student  Center,  and  the  Reggie  lewis  Track  and 
Athletic  Center.  The  Catmonwealth  Avenue  Campus,  formerly  the  Boston  Business  School,  is  located 
at  989  Commonwealth  Avenue. 


CAMPUS  SECURITY 

Academic  Building,  Room  109 

Students  are  encouraged  to  contact  the  security  staff  for  assistance  whenever  needed.  All  suspicious 

or  criminal  activity,  as  well  as,  medical  emergencies  should  be  reported  to  the  campus  office.  When 

i 
classes  are  in  session,  a  guard  is  stationed  in  the  Cedar  Street  parking  lot  from  8:00  am  -  10:00  pm, 

Monday  through  Friday,  and  8:00  am  -  4 :00  pm  on  Saturday. 


For  assistance  call  ext.  5338.  Please  report  all  suspicious  or  criminal  activity  to  the  Chief  of  Security  in 
the  Campus  Security  Office. 


CAREER  SERVICES 

Academic  Building,  Room  207 

Career  Placement 

Career  Placement  is  there  when  you  are  ready  for  a  part-time  job  or 
a  position  following  gradation.  You  will  develop  a  resume,  practice 
interviewing  and  learn  effective  job  search  strategies. 

Career  Planning 

Career  exploration  and  planning  can  help  you  choose  a  direction  that  fits 
your  values,  interests,  and  needs.  If  you  are  unsure  about  a  major  or 
career  direction,  sign  up  for  this  new  one-credit  course,  Principles  of 
Career  Planning,  ACS  200 .  You  can  also  take  advantage  of  career 
counseling  and  interest  assessments:  the  Harrington  CShea,  the  Strong 
Campbell  Interest  Inventory  and  the  Myers  Briggs  are  available. 

Internships 

Explore  a  career  area  of  interest,  strengthen  your  resume  and  earn  credit  at  the  sate  time!  The  Internship  Coordinator  will 
assist  you  with  locating  an  internship  that  works  for  you.  A  variety  of  agencies  and  employers  are  ready  to  place  Roxbury 
Camunity  College  interns.  You  will  spend  150  hours  on  site.  If  ycu  have  taken  English  Ccmpositicn  I,  and  at  least  three 
courses  toward  your  degree,  you  are  eligible  to  sign  up  for  the  Internship  I  Course,  ACS  298. 


TRANSFER  SERVICES 

Academic  Building,  Room  207 

Cross  Registration 

After  completing  one  semester  at  Roxbury  Community  College, 
students  may  enroll  in  a  course  at  another  college  while  taking 
courses  at  Roxbury  Camunity  College.  The  following  colleges 
participate  in  cross  registration: 

Mass.   College  of  Art 

Prerequisites:  A  strong  interest  in  art 

Mt).   Ida  College 

Prerequisites:  A  strong  interest  in  hospitality  management 

Northeastern  University 

Prerequisites:  A  GPA  of  2.75,  at  least  30  earned  college-level  credits,  ENG  101  and  ENG  102 

Simmons   College 

Prerequisites:  Pre-nursing  concentration,  ENG  101  and  at  least  15  earned  college-level  credits 

Suffolk  University 

Prerequisites:  Enrolled'  in  the  final  semester  at  Roxbury  Camunity  College  and  a  GPA  of  at  least  3.00 

University  of  Massachusetts,   Boston 

Prerequisites:  Enrolled  in  at  least  12  credits  at  Roxbury  Camunity  College 

Wheelock  College 

Prerequisites:  An  interest  in  education,  social  work,  social  science,  or  liberal  arts 

Course  enrollment  is  limited  to:  Social  Work  I,  Social  Work  II,  Child  Life,  Human  Biology, 

Human  Sexuality,  and  Social  Issues. 


Transfer  Opportunities 

Over  40  peroent  of  Roxbury  Ccmnunity  College' s  graduates  transfer  into  Bachelor' s  Degree  programs  after 
completing  a  degree  at  Roxbury  Community  College.  Roxbury  Community  College  is  affiliated  with  the  Historically  Black 
Colleges  and  universities  (HBCO) .  Students  will  approach  this  important  decision  and  utilize  the  many  resources  available, 
including  the  College  Fair.  Students  planning  to  transfer  to  a  four-year  college  or  university  are  encouraged  to  work  closely 
with  their  academic  advisor  and  transfer  counselor.  The  following  is  a  list  of  sate 
colleges  and/or  universities  to  which  a  student  can  transfer. 


In  general,  most  courses  in  Roxbury  Catrnunity  College' s  Associate  of  Arts  and  Associate  of  Science  degrees  are 
transferable  to  four-year  colleges.  The  following  agreements  stipulate  how  courses  will  transfer  into  specific  Bachelor' s 
Degree  programs. 


RCC  MAJOR 

RCC  DEGREE 

4-YEAR  INSTITUTION 

MAJOR 

All  majors 

AA,  AS 

Pine  Manor  College 

All  Majors 

Accounting 

AS 

Lesley  University 

Management 

Accounting 

AS 

Mass.  College  of  Liberal  Arts 

Business  Admin. 

Biological  Science 

AA 

Mass.  College  of  Liberal  Arts 

Biology,  Pre-Med 

Biological  Science 

AA 

Simmons  College 

Dietetics,  NjtrLticn 

Biological  Science 

AA 

university  of  IXfess.  Lowell 

Clinical  lab  Sciences 

Biological  Science 

AA 

University  of  tfess.  Lowell 

Medical  Technology 

Business  Administration 

AA 

Bentley  College 

Various  bus .  degrees 

Business  Administration 

AA 

Johnson  &  Wales 

Business  Admin. 

Business  Adtiinistration 

AA 

Lesley  University  • 

Management 

Business  Administration 

AA 

Northeastern  University 

College  of  Managmnt 

Business  Management 

AS 

Johnson  &  Wales 

Management 

Business  Management 

AS 

Mass.  College  of  Liberal,  Arts 

Business  Admin. 

Computer  Information  Systems 

AS 

Mass.  College  of  Liberal  Arts 

Computer  Science 

Criminal  Justice 

AS 

Mass  College  of  Liberal  Arts 

Sociology 

Criminal  Justice 

AS 

Mount  Ida  College 

Criminal  Justice 

Criminal  Justice 

AS 

Northeastern  University 

Criminal  Justice 

Early  Childhood  Ed 

AS 

tfess.  College  of  Liberal  Arts 

Early  Childhood 

English 

AA 

Mass.  College  of  Liberal  Arts 

Ccmmunicat  ions 

Liberal  Arts 

AA 

Lesley  University 

Management 

Microcomputer  Applications 

AS 

Mass.  College  of  Liberal  Arts 

Computer  Science 

'   Music 

AA 

IXfess.  College  of  Liberal  Arts 

Fine  &  Perf .  Arts 

Nursing 

AS 

Emmanuel  College 

Nursing 

Nursing 

AS 

Framingham  State 

Nursing 

Forirore  infontHticn,  antact  the  Career  and  Transfer  Services  located 

in  the  Academic  Raiding,  Roam207. 

COMMONWEALTH  TRANSFER  COMPACT 

Under  this  agreement,  Roxbury  Community  College  students  who  meet  certain  criteria  are  guaranteed  to  have  a 
itiinimia  of  60  college  level  credits  accepted  at  any  state  college  or  university  to  which  they  transfer. 
This  agreement  does  not  guarantee  acceptance  into  the  transfer  institution.  The  eligibility  requirements  are: 

1.  Completion  of  an  Associate  of  Arts  or  Associate  of  Science  degree  with  a  minimum  of  60 
credits,  exclusive  of  pre-college  courses. 

2.  A  grade  point  average  of  2.00  or  higher  at  Roxbury  Community  College. 

3.  Completion  of  the  following  general  education  core  requirements,  exclusive  of  pre-college 
work: 


a.  English  Composition/Writing 

b.  Behavioral  and  Social  Sciences 

c.  Humanities  and  Fine  Arts 

d.  Natural  or  Physical  Sciences 

e.  Mathematics 


6  Credits 
9  Credits 
9  Credits 
8  Credits 
3  Credits 


TRANSFER  CREDITS 

Students  who  have  attended  another  college  nay  apply  for  transfer  credit  toward  a  degree  program  at  Roxbury  Carnuiity 
College. 

The  following  criteria  must  be  met: 

1.  The  course  is  required  in  the  student's  course  of  study  or  fulfills  a  general  education 
requirement. 

2 .  A  grade  of  "C"  or  better  was  earned  at  a  regionally  accredited  college  or  university. 

3.  "P"   (passing)  grades  will  be  accepted  for  transfer  credit  only  as  general  elective  credit,  when 
a  student 

can  demonstrate  that  "P"  grade  is  equivalent  to  a  "C"  or  higher. 

4 .  Credits  earned  ten  years  prior  to  enrollment  at  Roxbury  Community  College  are  not  accepted 
for  transfer  credits  unless  approved  by  the  Dean  of  Academic  Affairs. 

5.  A  maximum  of  30  credits  can  be  accepted  for  transfer  toward  an  Associate  degree  at 
Roxbury  Community  College. 


CERTIFICATE  PROGRAMS  —  See  Programs  of  Study 


CHILD  CARE 

Academic  Building,  Room  339 

Childcare  is  located  on  the  campus  of  Roxbury  Cfcmtunity  College,  and  is  a  private  multi-cultural  early  childhood  laboratory 
program  responsive  to  the'needs  of  college  students  and  their  families  as  well  as  other  members  of  the  catmunity.  The 
program  is  catmitted  to  the  growth  and  development  of  all  the  children  it  serves.  The  Center  serves  children  between  the 
ages  of  3  months  and  6  years.  It  is  a  comprehensive  program,  .strongly  carmitted  to  supporting  children  and  families  of 
multi-ethnic  social  and  economic  backgrounds  of  Roxbury,  Dorchester  and  Greater  Boston. 


COUNSELING  SERVICES 

Student  Center  Building,  Room  311 


The  Counseling  staff  members  are  dedicated  to  assisting  students  with  issues  which 
prevent  the  fulfillment  of  their  acadatiic  potential.  Counseling  is  available  in  both  Erglish 
and  Spanish,  by  appointment  and  on  a  walk-in  basis.  The  College  is  also  catmitted  to 
creating  an  educational  envirorment  that  promotes  opportunities  for  academic  excellence 
and  personal  exploration  for  all  students  regardless  of  their  disabilities.  For  more 
information,  please  contact  the  Director  of  Counseling. 


DEGREE  PROGRAMS  —  See  Programs  of  Study 


DENTAL  PLAN 

Students  can  participate  in  a  dental  plan  offered  to  college  students  by  the  Henry  M. 
Goldman  School  of  Graduate  Dentistry  at  Boston  University  Medical  Center.  The  cost  of 
the  cental  plan  is  separate  frcm  the  college' s  tuition  and  fees.  Ebr  more  infomation 
regarding  services  and  fees,  contact  Health  Services,  Student  Center,  Room  313. 
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FINANCIAL  AID  SERVICES 

Administration  Building,  Room  201 

The  Financial  Aid  Office  provides  inf ormaticn  about  financial  assistance  programs  for  students  and  allocates  funds  to  eligible 
students.  Students  must  apply  each  year  for  financial  aid.  Students  must  complete  the  Free  Application  for  Federal  Student 
Aid  (FAFSA) . 

I 

Eligibility  reouiratents  are: 

1.  Demonstration  of  financial  need. 

2.  High  School  Diploma  or  GED. 

3.  Enrollment  in  a  degree-granting  program. 

4 .  Cannot  have  a  Bachelors  degree . 

5.  Must  be  a  U.S.  citizen  or  possess  a  valid  permanent  or  temporary  resident  card. 

6.  Cannot  be  in  default  of  any  educational  loan. 

7.  Males  born  after  12/31/59  must  be  registered  with  the  Selective  Service. 

8.  Must  meet  Academic  Standards  for  Financial  Aid  Eligibility. 

The  types  of  awards  currently  available  at  RCC,  and  the  respective  required  enrollment  credit  hours  are  as  follows: 

1.  Pell  Grant  -  at  least  1/4  time 

2.  Supplementary  Educational  Opportunity  Grant  —  at  least  3/4  time  or  full-time  students 

3.  Massachusetts  State  Scholarship  -  full-time  students  ONLY 

4.  Massachusetts  State  Tuition  Waiver  —  (if  not  receiving  Pell  Grant)  —  at  least  3/4  time  or  full- 
time  students 

5.  Federal  Work-Study  Program—  at  least  3/4  time  or  full-time  students 

Full-time:  12  credits  or  more  3/4  time:  9  to  11.5  credits 

1/2time:  6  to  8.5  credits  1/4 time:  3  to  5.5  credits 

SATISFACTORY  ACADEMIC  PROGRESS  &  YOUR  FINANCIAL  AID 

In  order  to  receive  financial  aid  a  student  must  meet  the  following  standards  for  Satisfactory  Academic  Progress. 
Please  note  that  if  you  have  not  met  these  standards  you  have  a  right  to  file  a  written  appeal.  In  many  cases 
appeals  are  approved  based  upon  extenuating  circumstances.  Examples  of  this  can  include  medical  and  disability  issues. 
We  strongly  advise  you  to  contact  our  office  if  you  have  any  questions  regarding  this  policy. 

ESL  and  Pre-College  Classes: 

Financial  Aid  will  not  pay  for  ESL  and/or  Pre-College  classes  after  a  student  has  attempted  a  total  of  30  credits 
in  either  one  or  both  of  these  categories  unless  they  are  taken  in  conjunction  with  a  college  level  class. 
Financial  Aid  will  not  pay  for  ESL  and/or  Pre-College  classes  after  a  student  has  attempted  a  total  of  48  credits 
in  either  one  or  both  of  these  categories  regardless  of  whether  a  student  is  taking  these  classes  in  conjunction 
wiljh  college  level  r-.la.sses. 

Grade  Point  Average  and  Completion  Rate  Requirements: 

Students  are  placed  on  financial  aid  warning  and  are  eligible  to  reoaive  financial  aid,  if  they  have  attempted  less  than  15 
credits  with  a  G.P.A.  of  less  than  1.5  and/or  have  completed  less  than  66%  of  their  credits  attempted. 

Students-  are  placed  oh  financial  aid  suspension  and  not  eligible  to  receive  financial  aid,  if  they  have  attempted  15-29  credits 
with  a  G.P.A.  of  less  than  1.7  and/or  have  completed  less  than  66%  of  attempted  credits. 

Students  are  placed  on  financial  aid  suspension  and  not  eligible  to  receive  financial  aid,  if  they  have  attempted  30  or  more 
credits  with  a  G.P.A.  of  less  than  2.0  and/or  have  completed  less  than  66%  of  credits  attempted. 

PLEASE  NOTE  THAT  INCOMPLETE  AND  WITHDRAWN  CLASSES  COUNT  AS  CREDITS  ATTEMPTED  NOT  EARNED. 


HEALTH  INSURANCE 

Chapter  23  of  the  Massachusetts  Act  of  1988  requires  that  ail  students  enrolled  in  nine  or  more  credits  must  participate  in  a 
comprehensive  health  insurance  program.  The  cost  for  this  health  insurance  is  included  in  your  bill  each  semester.  If  you 
have  your  own  insurance  and  do  not  wish  to  be  covered  through  the  program  provided  by  the  College,  you  must  complete 
a  waiver  form  indicating  that  you  are  independently  insured.  Upon  submission  of  this  waiver  to  the  Business  Office,  the 
charge  for  insurance  will  be  eliminated  frcm  your  bill. 
Ebr  further  information  regarding  this  insurance  program,  go  to  the  Office  of  Health  Services,  Student  Gsnter,  Poem  313. 


HEALTH  SERVICES 

Student  Center,  Room  313 

The  Health  Services  Office  is  open  Monday-Friday  from  9:00  am-5:00  cm.  A  registered  nurse  is  on  duty  to  provide 
emergency  and  routine  treatment  for  oormon  illness  and  injuries,  i.e.,  colds,  headaches,  sprains  and  lacerations.  Students 
with  more  catplex  health  problems  are  referred  to  other  health  care  facilities  for  more  ccnprehensive  care. 

Health  education  and  disease  prevention  are  additional  activities  of  Health  Services  and  may  include  blood  pressure 
screening,  weight  checks,  health  fairs,  AIDS  awareness,  and  smoking  cessation  programs.  Services  are  available 
en  a  free,  walk-in  basis. 


THE  LEARNING  CENTER 

Academic  Building,  Room  207 

The  Learning  Center  helps  Roxbury  Community  College  students  improve  their  understanding  of  course  materials  and 
as  a  result,  improve  their  grades.  You  can  choose  from  a  variety  of  academic  support  materials  and  teaming  Center 
programs  that  match  your  individual  needs  and  your  schedule.  Our  newest  CAI  program,  INVEST,  gives  you  the  chance  to 
develop  new  skills  in  reading,  writing,  math  and  life  skills  and  an  opportunity  to  brush-up  en  skills  you  haven't  used 
in  a  long  tine. 

The  Learning  Center  offers  you  the  following  opportunities: 

1.  Tutorial  Assistant  Program  (TAP) 

2.  Computer  Lab 

3 .  Computer  Assisted  Instruction  (CAI ) 

4.  Invest-Instructional  Development  Lab 

5.  Special  Workshops 

6.  Mediated  Instructional  Materials 

7.  Tours  and  Orientations 

For  nore  infamatian  call  ext.  5324  or  care  to  Rccm  207  in  treftac^c  Building. 
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LIBRARY  (Learning  Resource  Center) 
Academic  Building  Room  211 

With  an  emphasis  en  utilizing  a  variety  of  materials  to  enrich  the  learning 
process,  the  Library  offers  a  carefully  selected  collecticn  of  books,    ( 
periodicals,  CD-RCM  indexes,  and  media  materials.  A  knowledgeable 
and  professional  staff  is  available  to  help  students  select  material?  that 
encourage  scholarship  and  supplement  classroom  learning  experiences. 

The  Library  offers  the  following  services: 

1.    Media  Services  &  Instruction 

2 .  Inter-library  Lean 

3.  Computer  Assisted  Research 

4.  Books,   Periodicals,  Newspapers 

5.  Media  Equipment  Use 

6.  Microforms  Copying 

7 .  Photocopying 

8.  Library  Help/Information  Station 

9.  Tours  S  Orientations 

10.  Workshops 


For  more  information  about  services  and  instruction  call  ext.  5323  or  come  to  the  Academic  Building,  Rccm  211. 
Library  services  are  also  available  at  our  Catmonwealth  Avenue  Campus. Call  617-787-1201  for  assistance. 


LOST  AND  FOUND 

Academic  Building,  Room  109 

lost  and  found  is  located  at  Campus  Security. 

PARKING 

Vehicles  must  be  registered  with  the  Security  Office,  Wnere  a  parking  sticker  will  be  issued.  Vehicles  without  stickers,  those 
parked  in  unauthorized  areas  or  parked  in  handicapped  spaces  without  appropriate  authorization,  are  subject  to  being 
ticketed  and  towed.  Overnight  parking  is  prohibited. 


PROGRAMS  OF  STUDY 

Roxbury  Catmunity  College  currently  offers  27  degree  programs  of  study  (including  options  and  concentrations)  and 
12  certificate  programs  of  study. 


ASSOCIATE  OF  ARTS  DEGREE 

•  Arts  and  Humanities 

•  Biological  Science 

•  Broadcast  Media 

•  Business  Administration 

•  English 

•  Environmental  Management  &  Pollution 
Prevention 

•  General  Concentration 

•  International  Business 

•  Mathematics 

•  Musical  Arts 

•  Physical  Science 

•  Pre-Engineering 

•  Pre-Nursing 

•  Social  Science 

•  Theatre 

•  Visual  Arts 


ASSOCIATE  OF  SCIENCE  DEGREE 

•  Accounting 

•  Business  Management 

•  Computer  Information  Systems 

•  Criminal  Justice 

•  Early  Childhood 

•  Microcomputer  Applications 

•  Nursing 

•  Office  Administration 

•  Office  Technology-Word    Processing 


CERTIFICATE  PROGRAMS 

•  Allied  Health-Practical  Nursing  Program 

•  Bookkeeping 

•  CAD  Mechanical  Drafting 

•  Computer  Information  Systems 

•  Computer  Information  Systems-Microcomputer  Applications 

•  Computer  Network  Administration 

•  Engineering  &  Agricultural  Design  and  CAD-Architectural 
Drafting 

•  Hospitality  Operations 

•  Medical  Assistant-Office  Administrative 

•  Office  Technology-Training 

•  Paralegal  Studies 
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PUBLIC  TRANSPORTATION 

The  use  of  public  transportation  is  strongly  encouraged.  Barking  is  limited  at  the  Columbus  Avenue  campus  and  only  on- 
street  parking  is  available  at  the  Catmonwealth  Avenue  campus. 

The  Columbus  Avenue  campus  is  located  across  the  street  from  the  Orange  Line' s  Roxbury  Crossing  stop. 
Buses  #22,  29  and  66  also  stop  on  Columbus  Avenue  at  the  campus. 

The  Catmonwealth  Avenue  campus  is  located  at  the  Babccck  Street  stop  on  the  Green  Line' s  Boston  College  (B)  trolley. 


REGISTRAR 

Administration  Building,  Room  202 

The  Registrar' s  Office  maintains  student  records  and  oversees  the  registration  process.  This  includes  all  student  grades, 
petitions  for  graduation,  computation  of  grade  point  averages,  student  transcripts,  and  changes/corrections  in  student  data. 

SENIOR  CITIZENS 

In  the  Eay  Division,  residents  of  the  Camarwealth  of  Massachusetts  who  are  60  years  of  age  or  older  are  eligible  to  enroll 
in  credit  courses  on  a  space-avail  able  basis,  tuition-free,  However,  fees  are  still  cue  and  should  be  paid  prior  to  the  first 
class.  Seniors  may  register  with  tuition  waivers  daring  the  Space-Available  (late)  Registration.  Seniors  may  also  register  for 
non-credit  courses  free  of  charge  en  a  space  available  basis.  In  the  Division  of  Continuing  Education,  seniors  are  required 
to  pay  both  tuition  and  fees. 


STUDENT  ACTIVITIES 

Student  Center,  Room  317 

The  College  recognizes  that  significant  learning  occurs  outside  the  classroom.  Through  the  Office  of  Student  Activities, 
cultural,  serial  and  recreational  activities  offer  opportunities  for  students  to  share  their  ideas  and  experiences  with  one 
another  in  an  atmosphere  of  acceptance  and  tolerance.  All  student  clubs  and  organizations  are  assisted  in  their 
develcpient  through  the  Office  of  Student  Activities.  Although  clubs  and  organizations  vary  in  their  activities  frcm  year  to 
year,  listed  balcw  are  the  current  clubs: 

Bible  Club  •  Business  Club  •  Caribbean  Club  •  College  Transfer  Awareness  Club  •  Creating  Writing  Club  •  Criminal  Justice 
Club  •  Haitian  Club  •  Nursing  Club  •  Rhotography  Club  •  Science  Tech  Club  (SCITECH)  •  Theatre  Arts  Club  •  Union 
Estudiantal  Latino  Americana  Club  •  Video  Club 
For  more  information  contact  the  Director  of  Student  Activities  617-541-5332,  Student  Center  Building,  Ream  317. 

New  organizations  may  be  formed  at  the  beginning  of  the  fall  semester.  In  order  for  a  student  club  or  organization  to  use  the 
College  name  and  facilities,  students  must  submit  and  have  approved,  by  the  Student  Government  Association,  an 
application  for  club  recognition.  This  form  is  available  in  the  Office  of  Student  Activities.  Each  club  rtust  have  a  faculty  or 
staff  advisor,  itust  be  open  to  all  students  and  itust  not  conflict  with  the  policies  of  the  College  or  the  Constitution  of  the 
Student  Government  Association. 


STUDENT  GOVERNMENT  ASSOCIATION 

Student  Center,  Room  319 


The  Student  Government  Association  (SGA)  is  carprised 
of  12  elected  students,  chosen  each  year  by  their  peers  to 
act  as  the  official  representatives  of  the  student  body  at 
Roxbury  Ccnmunity  College.  SGA  represents  students  in 
those  issues  and  policies  that  affect  student  life  at  Ftabury 
Community  College,  advises  the  College  governance 
structure  by  serving  on  all  College  governance 
catniittees,  acts  as  liaison  between  the  College 
administration  and  students.  SGA  assists  in  planning 
activities  and  overseeing  the  allocation  of  funds  to 
recognized  student  clubs  and  organizations. 

Student  Government  Association  meetings  are  held  weekly 
during  the  Tuesday  activity  period.  All  students  are  invited 
to  attend,  Meeting  notices  are  posted  on  campus  bulletin 
boards  and  video  monitors . 


STUDENT  LOUNGES 

The  student  lounge  is  located  en  the  first  floor  of  the  Student 
Center.  Cards,  chess  and  other  board  games,  for  use  in 
lounges,  are  available  in  the  Office  of  Student  Activities. 

The  game  room,  where  students  can  play  ping-pong  and 

pool, 

is  located  in  the  Student  Center,  Rocm  305.  Hours  of 

operation  are  posted  each  semester. 


TELEPHONES 

Public  telephones  are  available  in  the 
lobbies  of  the  Administration  Raiding, 
Academic  Building,  Media  Arts  Building 
and  the  Student  Center. 
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PART  TWO 


ACADEMIC  HONORS 

-  i 

DEAN'S  LISTS/PRESIDENT'S  LISTS 

Pre-college  courses  are  not  used  in  the  determination  of  these  honor  lists.  Honors  students  are  recognized  annually  during 
a  special  assertbly.  Full-time  students  with  a  semester  Grade  Point  Average  (GPA)  between  3.50  and  3.75  and  no  grade 
lower  than  a  "B"  during  that  semester  will  be  placed  on  the  Dean's  List.  Full-time, students  with  a  semester  GPA  between  3.76 
and  4.00  and  no  grade  lower  than  a  "B"  during  that  semester  will  be  placed  on  the  President's  List. 


HONOR  SOCIETY  (PHI  THETA  KAPPA) 

Roxbury  Cormunity  College' s  Honors  Program  provides  a  quality  educational  'opportunity  suited  to  the  needs,  wishes  and 
abilities  of  its  students.  The  Honors  Program  offers  academically  talented  students  a  stimulating,  challenging  and  rewarding 
academic  experience.  In  meeting  the  challenge  of  academic  excellence,  the  Honors  Program  provides  exceptionally  gifted 
and  motivated  students  with  the  opportunity  to  enhance  their  knowledge  through  independent  research  and  creative  work. 

Phi  Theta  Kappa  is  the  national  honor  society  for  community  college  students.  Alpha  Iota  Ma  is  the  Roxbury  Community 
College  chapter  of  the  society.  Students  are  recognized  for  their  academic  achievement,  as  well  as  personal  integrity. 
To  be  eligible  for  membership,  a  student  must  meet  the  following  criteria: 

1.  Full-time  enrollment. 

2.  Completion  of  at  least  two  semesters  at  Roxbury  Community  College. 

3 .  Achievement  of  a  cumulative  grade  point  average  of  3 .  50  or  higher,  exclusive  of  pre-college 
courses . 

4.  Evidence  of  good  moral  character. 

5.  Nomination  by  an  academic  department  of  the  College. 

For  more  information,  contact  the  Honors  Advisor,  Division  of  Liberal  Arts,  Academic  Building, 
Room  301. 


ADDING  AND  PROPPING  COURSES 

1.  STUDENT  ADD/DROP  POLICY 

Students  may  add  or  drop  a  course  through  the  second  week  of  classes.  Students  who  have  registered  for  an  evening  or 
weekend  course  and  have  not  officially  dropped  the  course  will  be  charged  tuition  and  fees  associated  with  the  course. 

a .  Students  must  file  an  add/drop  form  with  the  Registrar' s  Office .  Courses  dropped  in 
accordance  with  established  procedures  will  not  be  recorded  on  the  student's  transcript. 
Courses  will  be  added  on  a  space-available  basis  as  determined  by  class  size  and  room 
capacity. 

b.  Attending  another  course  or  course  section  without  submitting  an  add/drop  form  to  the 
Registrar's  Office  may  result  in  a  grade  of  "F"  for  that  course. 

2.  ADMINISTRATIVE  ADD/DROP  POLICY 

An  instructor  or  admnistrator  may  not  cancel  the  registration  of  a  student  who  has  officially  registered  for  a  oourse,  except 
in  certain  cases.  Specifically,  the  college  reserves  the  right  to  drop  a  student  from  a  course  when: 

a.  the  student  has  not  met  the  prerequisite  (s)  for  the  course. 

b.  the  faculty  member  has  determined,  after  consultation  with  the  Director  of  Assessment,  that 
the  student  has  been  placed  in  an  inappropriate  vel .  Students  may  appeal  the  decision  with  the 
appropriate  academic  dean. 

c.  the  student  has  not  attended  classes  during  the  first  week  of  the  semester. 


AFFIRMATIVE  ACTION  and  DIVERSITY 

Cne  of  the  many  strengths  that  enables  Roxbury  Canrunity  Oollege  to  fulfill  its  mission  is  the  existing  diversity  among 
its  faculty,  staff  and  student  peculations.  The  Oollege  recognizes  and  assures  its  legal,  moral  and  social  responsibilities  to 
minimize  or  eradicate  racism  and  ethnic,  cultural  or  religious  bias  and  intolerance.  Poxtury  Ccnnunity  Oollege  works 
diligently  to  prorate  a  policy  of  ncrHi^crimination,  affirmative  action  and  inclusion.  Poxbury  Gcmrunity  Oollege  maintains 
and  prorates  a  policy  of  nori-cliscrimination  in  employment  and  education  on  the  basis  of  race,  creed,  religion,  color  gender, 
sexual  orientation,  age,  disability,  veteran's  status,  marital  status,  and  national  origin.  We  are  aotmitted  to  a  policy  of 
affirmative  action,  equal  opportunity,  equal  education,  rn^-ctiscximinatian,  diversity  and  equal  access. 

The  complete  text  of  this  policy  is  available  in  the  Office  of  the  Executive  Vice  President  for  Academic  Affairs. 


ATTENDANCE 

Students  are  expected  to  attend  all  scheduled  class  meetings.  If  a  student  is  unable  to  attend  a  class,  it  is  the  student' s 
responsibility  to  make  up  work  that  was  missed  as  a  result  of  the  absence.  Each  faculty  member  in  the  course  syllabus 
defines  excessive  absence.  If  a  student  is  excessively  absent,  a  failing  grade  may  be  given  for  the  course.  Poxbury 
Catmunity  College  supports  and  enforces  the  attendance  policy  as  stated  on  every  course  syllabus. 

Students  who  have  missed  or  have  prior  knowledge  that  they  will  miss  more  than  three  consecutive  classes  due  to  illness 
should  contact  their  professors  and  student  advisor.  Upon  receipt  of  documentation  regarding  illness,  the  dean  will  notify 
the  appropriate  faculty  in  writing  that  the  student' s  absence  was  due  to  a  documented  illness . 


ABSENCE  DUE  TO  RELIGIOUS  BELIEFS 

Chapter  151C  of  the  Massachusetts  General  laws,  has  been  amended  by  the  addition  of  section  2B,  which  excuses  the 
absence  of  students  due  to  their  religious  beliefs.  Under  this  law,  any  canrunity  college  student  who  cannot  attend  classes, 
take  an  exam,  or  participate  in  a  related  activity  on  a  particular  day  because  of  religious  beliefs  will  be  excused  frcm  that 
activity.  In  addition,  the  college  will  make  available  another  opportunity  for  the  student  to  oorplete  that  work,  exam  or  activity 
at  no  charge  to  the  student,  providing  that  this  does  not  create  any  unreasonable  burden  on  the 
institution.  A  student  will  not  be  subject  to  any  prejudicial  effects  for  exercising  religious  beliefs. 


LEAVE  OF  ABSENCE 

A  student  in  good  academic  standing  may  request  a  leave  of  absence  frcm  the  College  for  one  or  more  semesters.  A  leave 
of  Absence  form  must  be  completed  and  submitted  to  the  Registrar' s  Of f ioe,  prior  to  the  end  of  the  semester,  in  which  the 
student  is  currently  enrolled. 


AUDITING  COURSES 

An  audited  course  does  not  earn  a  letter  grade  or  credits  toward  a  degree,  certificate,  or  satisfy  graduation  requirements. 
However,  students  registering  for  a  course  on  an  audit-only  basis  will  be  charged  for  the  course.  The  course  will  appear  on 
the  student' s  transcript  as  a  grade  of  "AU" .  An  audited  course  does  not  show  credits  attempted  or  earned  and  will  not  be 
considered  by  the  Financial  Aid  Office  when  awarding  financial  aid. 
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CERTIFICATION  FORMS 

Enrolled  students  who  require  verification  of  enrollment  or  payment  of  tuition  and  fees  nust  obtain  a  Request  for  Oartificaticn 
form,  available  at  the  Registrar' s  Office.  The  processing  tirre  for  certifications  is  three  to  five  business  days.  Certif icaticns 
are  stamped  with  the  official  school  seal  and  placed  in  a  sealed  envelope.  Certifications  nay  be  forwarded  directly  to  a  third 
party  if  requested  by  the  student.  There  is  no  fee  for  this  service. 


CERTIFICATIONS  OF  LOAN  DEFERRALS 

Students  who  have  student  loans  frcm  other  institutions  may  submit  their  lean  deferment  forms  to  the  Registrar' s  Office  for 
enrollnent  verification.  Students  may  only  be  certified  for  current  or  previous  semesters  in  which  they  were  registered. 
There  is  no  fee  for  processing  lean  ceferment  forms. 


CHANGE  OF  ACADEMIC  PROGRAM 

To  change  your  program  of  study: 

1.  Obtain  a  Change  of  Program  form  from  the  Registrar's  Office. 

2.  Meet  with  your  academic  advisor  to  discuss  the  change  of  program. 

3.  Complete  the  Change  of  Program  form  and  obtain  the  appropriate  signatures. 

4.  Return  the  completed  form  to  the  Registrar's  Office. 

ISDTE:  You  may  not  register  for  courses  in  the  new  Program  of  Study  until  the  form  has  been  processed  by  the  Registrar' s 

Office.  When  a  program  change  is  approved,  you  must  meet  all  graduation  requirements  in  effect  at  the  time  of  the  program 

change. 

Please  be  aware  that  a  program  change  may  lengthen  the  time  needed  to  complete  graduation  requirements. 


CHANGE  OF  NAME  AND/OR  ADDRESS 

If  you  change  your  name  or  address  while  enrolled  at  the  College,  you  must  complete  a  Change  of  Name/Sddress  form, 
which  is  available  at  the  Registrar' s  Office. 


CHILDREN  ON  CAMPUS 

It  is  inappropriate  and  often  disruptive  for  children  to  attend  classes  with  their  parents.  Please  make  arrangements  to  have 
cay  care  for  your  children,  either  at  the  College  or  elsewhere,  especially  during  February  and  April  vacations  when  public 
schools  are  closed.  Any  children  on  the  campus  nust  be  supervised  by  an  adult  at  all  times. 


COPE  OF  BEHAVIOR 

Generally,  instituticral  discipline  shall  apply  to  behavior  which  adversely  affects  the  edxational  objectives  of  the  College. 
Such  misconduct  is  cause  for  disciplinary  action  at  the  discretion  of  the  Dean  for  Enrollment  Management  and  Student 
Affairs,  including  suspension,  expulsion  and  dismissal  frcm  the  College.  Examples  of  a  student' s  misconduct  subject  to 

institutional  disciplire  induce,  but  are  not  limited  to  the  following: 

1.  Any  attempts  to  present  as  students'  work  that  which  is  not  their  own,  cheating  on  exams, 
plagiarism,  or  aiding  and  abetting  another  in  such  an  attempt. 

2.  Forgery,  alteration  or  misuse  of  college  documents,  records  or  identification.  The  deliberate 
misrepresentation  of  facts  to  the  College  or  from  the  College  when  such  misconduct  adversely 
affects  the  educational 

objectives  of  the  College. 

3.  Unauthorized  use  of  the  College's  name  except  for  the  purposes  of  identification.  No 
individual  shall  use 

the  College' s  name  for  any  activity  other  than  that  stated  above  without  the  authorization  of 
Roxbury  Community  College. 

4 .  Failure  to  follow  those  directions  of  duly  constituted  authorities  that  are  necessary  for  the 
proper  conduct  of  official  College  activities. 

5 .  Physical  abuse  or  conduct  that  threatens  or  endangers  the  health  or  safety  of  any  persons  on 
campus. 

6.  Conduct  that  constitutes  a  danger  to  the  members  of  the  College  community  or  its  proper 
functioning. 

7.  The  use  of  physical  force  or  other  disruptive  activities  in  advocacy  of  personal  views, 
including  any  one  or  all  of  the  following:  a.  the  blocking  of  corridors  or  entrances  to  any  areas, 
b.  the  establishment  of  moving  picket  lines  in  corridors,  c.  the  use  of  any  device  or  activity  that 
makes  it  impossible  for  a  conference,  meeting  or  assembly  to  occur. 

8 .  Possession,  sale,  distribution  or  use  of  illegal  drugs  on  campus . 

9.  Gambling  or  the  sale  of  lottery  tickets  without  College  authority. 

10.  Possession,  display,  use  or  sale  of  firearms,  knives,  other  weapons  or  explosive  devices  on 
campus . 

11.  Theft  or  unauthorized  use  of  or  damage  to  property  belonging  to  the  College,  the  College 
community,   campus  visitors,   students,   employers  or  employees. 

PLAGIARISM 

Plagiarism  is  using  the  words  of  another  and  presenting  them  as  your  own.  Quoting  frcm  a  published  work  without  using 
quotation  marks  and  without  identifying  the  author  is  plagiarism.  The  use  of  ideas  and  information  from  another  person' s 
work  without  identifying  that  source,  even  if  the  exact  words  are  not  copied,  is  plagiarism.  Copying  another  student's 
answers  on  an  examination  or  from  a  report  is  plagiarism.  Plagiarism  is  prohibited  at  Roxbury  Community 
College.  The  class  instructor  administers  discipline  for  a  first  offense.  Subsequent  offenses  may  warrant  dismissal  frcm 
the  College. 

CONFIDENTIALITY 

Roxbury  Carrtunity  College  recognizes  each  student' s  right  to  privacy  and  complies  with  the  Federal  Family  Educational 
Rights  and  Privacy  Act,  FERPA  of  1974.  No  academic  records,  personal  records,  or  personally  recognizable  information 
about  a  student  may  be  released  without  written  consent  frcm  the  student.  Officials  of  the  College  who  have  a  legitimate 
reason  to  obtain  College  records  are  exempt  frcm  this  policy. 

The  College,  at  its  discretion,  may  release  directory  information.  Directory  information  includes  student's  rate,  advisor, 
academic  program,  current  enrollment  status,  dean' s  list,  degree  or  certificate  awarded,  semester  of  attendance  and  date 
of  graduation.  Students  who  do  not  wish  to  have  this  information  released  rust  submit  written  notificaticn  to  the  Registrar' s 
Office  during  the  first  week  of  classes  each  semester.  Complete  text  of  the  College' s  policy  on  confidentiality  is  available  in 
the  Registrar's  Office,  Administration  Building,  Rocm  202. 
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COURSE  LOAD/CREDITS 

A  full-tire  student  is  defined  as  ere  who  is  registered  for  12  or  more  credits  during  a  semester.  Apart-tiire  student  is  any 
student  registered  for  less  than  12  credits.  Day  students  may  register  for  a  maximum  of  16  credits  during  the  fall  and 
spring  semesters  and  6  credits  during  the  summer  session.  Evening  students  may  register  for  a  maximum  of  12  credits 
during  the  fall  and  spring  semesters  and  9  credits  during  the  summer  session. 

Students  with  a  cumulative  grade  point  average  of  2.75  or  higher  may  register  for  up  to  3  additional  credits,  with  the 
consent  of  a  division  chair  for  day  students  or  a  Division  of  Corrtinuing  Education  counselor  for  evening  students. 

It  is  recomended  that  students  plan  to  schedule  at  least  2  hours  of  study  each  week  for  each  credit  they  are  carrying. 
Students  who  are  taking  12  credits,  for  example,  should  plan  for  at  least  24  hours  of  study  each  week. 


DISABILITIES 

Roxtury  Gctrmunity  Oollege  is  carmitted  to  equal  opportunity  for  students  with  physical  or  learning  disabilities  and  does 
not  discriminate  en  the  basis  of  disability  in  adnission,  access  to  or  treatment  in  its  programs  and  activities.  Qualified 
students  with  a  disability  are  eligible  to  participate  in  any  part  of  its  program  or  services.  To  this  end,  Roxbury  Crjmunity 
College  shall  provide  reasonable  accommodations  unless  it  would  constitute  an  undue  burden  or  would  require  a 
fundamental  alteration  of  the  institution' s  program.  Reasonable  accatmedations  include  academic  adjustments,  modif ication 
or  alteration  of  course  examinations  and  the  provision  of  auxiliary  aids.  Students  with  disabilities  who  have  questions 
regarding  their  rights  are  encouraged  to  contact  the  coordinator  of  Disabled  Student  Services.  Students  with  physical  or 
learning  disabilities  that  require  acccnrrcdations  are  asked  to  asked  to  follow  the  Procedure  for  Requesting 
Accommodations  below. 


PROCEDURE  FOR  REQUESTING  ACCOMMODATIONS 

I.  IDENTIFICATION  AND  REGISTRATION 

Cnce  admitted  to  the  College,  the  student  should  contact  the  coordinator  of  Disabled  Student  Services  ooncerning  needed 
accomodations.  This  should  be  done  as  early  as  possible  because  some  accomodations  may  require  significant 
planning  before  the  beginning  of  the  semester. 

II.  DOCUMENTATION 

A  student  requesting  reasonable  accatmedations  must  provide  appropriate  documentation  and  then  participate  in  an 
assessment  interview.  The  following  guidelines  for  docurentation  of  physical  and  learning  disabilities  are  provided  in  the 
interest  of  ensuring  that  evaluation  reports  are  appropriate  to  document  eligibility  and  support  requests  for  reasonable 
accomodations.  The  Coordinator  of  Disabled  Student  Services  is  available  to  consult  with  students  and  evaluators 
regarding  these  guidelines. 

A.  Physical  Disabilities 

Physical  disabilities  should  be  verified  by  documentation  of  a  medical  doctor.  Documentation  of  a  physical  disability  should 
be  a  letter,  typed  on  the  medical  doctor' s  official  letterhead,  signed  by  the  medical  cbctor  and  should  include: 

1 .  The  name,  title,  and  professional  credentials  of  the  medical  doctor; 

2 .  A  statement  about  the  physical  disability; 

3.  An  explanation  of  whether  the  physical  disability  is  stable  or  progressive; 

4.  An  assessment  of  the  degree  of  physical  disability; 

5.  Specific  recommendations  for  accommodations  as  well  as  an  explanation  as  to 
why  each  accommodation  is  recommended; 

6.  A  record  of  prior  accommodations  or  auxiliary  aids,  including  any  information  about  the 
specific  conditions  under  which  the  accommodations  were  used. 


B.  Learning  Disabilities 

A  qualified  professional  who  has  comprehensive  training  and  direct  experience  with  the  adolescent  and  adult  learning 
disabled  population  should  make  evaluation  of  a  learning  disability.  For  exatple,  the  following  professionals  would  generally 
be  considered  qualified  to  evaluate  specific  learning  disabilities  provided  that  they  have  additional  training  and  experience 
in  the  assessment  of  learning  disabilities  in  dolescents  and  adults:  clinical  or  art  national  psychologists  and  other 
professionals.  Documentation  of  a  learning  disability  should  be  a  letter,  typed  on  the  qualified  professional' s  official 
letterhead,  signed  by  the  qualified  professional  and  should  include: 

1.  The  name,  title,  and  professional  credentials  of  the  qualified  professional; 

2.  A  statement  about  the  learning  disability; 

3.  An  explanation  of  whether  the  learning  disability  is  stable  or  progressive; 

4 .  A  summary  of  a  comprehensive  diagnostic  interview; 

5.  A  comprehensive  assessment  battery,  which  does  not  rely  on  any  one  test  or  subtest,  and 
addresses  aptitude,  academic  achievement  and  information  processing; 

6.  Test  scores  and  data;  and 

7.  A  diagnostic  summary  based  on  comprehensive  evaluation  process,  utilizing  professional 
judgment,  which  includes: 

a)  A  demonstration  that  the  evaluator  ruled  out  alternative  explanations  for 
academic  problems; 

b)  An  indication  of  how  patterns  in  the  student' s  cognitive  ability,  achievement  and 
information  processing  reflect  the  presence  of  a  learning  disability; 

c)  An  explanation  of  the  substantial  limitation  to  learning  or  other  major  life  activity 
presented  by  the  learning  disability  and  the  degree  to  which  it  impacts  the  student; 

d)  An  indication  of  what  specific  accommodations  are  needed,  why  they  are 
needed  and  how  the  effects  of  the  specific  disability  are  accommodated;  and 

e)  A  record  of  prior  accommodations  or  auxiliary  aids,  including  any  information 
about  specific  conditions  under  which  the  accommodations  were  used. 

The  College  does  not  provide  nor  pay  for  services  rendered  to  meet  the  above  documentation  requirements.  In  order  to 
ensure  that  services  and  accommodations  are  appropriate  to  the  student's  changing  needs,  students  must  provide 
documentation  that  is  no  more  than  three  years  old.  This  may  require  that  students  undergo  reevaluaticns  if  their  previous 
evaluation  was  more  than  three  years  ago.  Comprehensive  testing  is  not  required  for  a  reevaluation.  A  student  need  only  be 
retested  for  his/her  previously  diagnosed  physical  or  learning  disability.  The  issue  of  what  specific  retesting  is  required  is 
left  to  the  discretion  of  the  student's  physician  or  other  qualified  evaluator.  If  the  student' s  physician  or  other  q  h!  i  f isd 
evaluator  cetermines  that  retesting  is  not  necessary,  that  individual  should  write  to  Disabled  Student  Services  stating  the 
reasons  for  that  determination.  Retesting  that  is  not  medical  1  y  necessary  will  be  waived. 

III.  ASSESSMENT  INTERVIEW 

At  the  interview,  the  the  Coordinator  of  Disabled  Student  Services  and  the  student  will  discuss  the  student' s  special  needs 
and  will  tentatively  agree  upon  accommodations. 

IV.  AGREED  UPON  ACCOMMODATIONS 

After  the  initial  assessment  interview  has  been  conducted,  and  if  necessary,  the  results  discussed  with  the  appropriate 
academic  dean,  the  coordinator  will  create  a  written  agreement  of  the  accomodations.  Copies  of  the  written 
accomodations  will  be  made  and  forwarded  to  the  appropriate  academic  dean,  advisor,  and  to  the  student  for  distribution 
to  faculty  members. 

V.  STUDENT'S  RESPONSIBILITIES 

It  is  the  student's  responsibility  to: 

1.  Distribute  the  written  accommodations  to  the  appropriate  instructors  as  soon  as  possible. 
Failure  to  distribute  them  may  cause  a  delay  in  providing  services . 

2.  Keep  a  copy  of  the  accommodation  sheet  for  the  student's  records  and  deliver  a  copy  of  this 
form  to  the  academic  advisor. 
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VI.  QUESTIONS 

Any  questions  that  a  faculty  matter  may  have  regarding  the  written  accomodations  should  be  addressed  to  the 
Coordinator  of  Disabled  Student  Services  or  the  faculty  member' s  department  head. 

VII.  ACCOMMODATION  ARRANGEMENTS 

Disabled  Student  Services  will  work  in  conjunction  with  faculty  members  and  the  student  to  make  arrangements  for 
accomodations  such  as  ordering  taped  texts,  finding  a  note-taker,  etc. 

VIII.  CONTINUING  NEEDS 

A  mm- inning  student  whose  accommodations  may  vary  from  semester  to  semester  must  meet  with  the  coordinator  of 
Disabled  Student  Services  before  the  beginning  of  each  semester  to  agree  on  which  accomodations  are  appropriate 
for  that  semester  of  course  work.  A  student  needing  a  semester-semester  update  of  accomodations  will  have  this 
indicated  in  the  written  accomcdation  agreement.  It  is  the  student's  responsibility  to  request  this  appointment  early  enough 
for  the  processing  of  the  accomodations. 

IX.  GRIEVANCE  PROCEDURE 

Students  with  disabilities  who  have  any  complaints,  including,  but  not  limited  to,  complaints  regarding  a  request  for 
accomodations  are  encouraged  to  use  the  student  grievance  procedure  outlined  in  the  student  handbook. 


DISCIPLINARY  HEARINGS,  FILING  GRIEVANCES,  AND 
OTHER  DISCIPLINARY  PROCEDURES 

Roxbury  Community  College  has  established  the  following  procedures  to  protect  'the  rights  of  all  members  of  the 
academic  community.  These  procedures  operate  to  enact  disciplinary  sanctions  against  students,  to  insure  that  students 
accused  of  misconduct  receive  a  just  and  due  process  in  any  disciplinary  hearing,  and  to  guide  students  who  wish  to 
register  grievances  against  other  members  of  the  college. 

1.  Complaints  about  offensive  student  behavior  are  referred  to  the  Vice  President  of  Student 
Affairs/Enrollment  Management. 

2 .  The  Vice  President  of  Student  Affairs/Enrollment  Management  consults  with  the  Executive 
Vice  President  for  Academic  Affairs  to  determine  whether  the  inappropriate  behavior  warrants 
immediate  suspension,  pending  the  student's  hearing.  If  not,  the  student  is  permitted  to  remain  in 
classes  prior  to  the  hearing. 

3.  The  Vice  President  of  Student  Affairs /Enrollment  Management  notifies  the  student  of  the 
hearing,  notifies  the  faculty  if  the  student  has  been  suspended,  acts  as  the  Hearing  Officer,  and 
selects  one  representative  to  serve  on  the  Hearing  Committee  from  four  of  the  five  College 
assemblies.  Three  students  on  the  Hearing  Committee  will  represent  the  student  assembly.  Also, 
the  Vice  President  of  Student  Affairs/Enrollment  Management  notifies  the  Executive  Vice 
President  for  Academic  Affairs  of  the  Hearing  Committee's  recommendations. 

4.  The  Director  of  Student  Activities  or  designee  acts  as  the  charged  student's  advocate,  meets 
and  advises  the  student  regarding  due  process  guidelines  (after  consultation  with  campus  legal 
counsel) ,  counsels  the  student  about  the  hearing  and  attends  the  hearing  as  a  witness  who 
reports  details  of  the  incident  to  the  Committee. 

5.  After  hearing  evidence,  the  Committee  makes  a  recommendation  to  the  Vice  President  of 
Student  Affairs/Enrollment  Management,  the  Executive  Vice  President  for  Academic  Affairs  or  a 
designee  for  Academic  or  for  Student  Affairs  or  a  designee  regarding  the  disposition  of  the  case. 
Upon  review  by  the  President,  the  decision  is  disseminated  in  writing  to  the  parties  involved.  The 
decision  is  final  and  binding . 


Ccnplaints  by  students  against  other  matters  of  the  academic  cannunity  are  handled  through  the  Student  Grievance 

Procedure. 

Students  accused  by  College  personnel  or  by  another  student  of  inappropriate,  discriminatory  or  offensive  behavior  will  be 

subject  to  disciplirBry  action  including,  but  not  limited  to  the  following: 

1.  Probation:  The  student's  right  to  participate  in  extracurricular  College  sponsored  events  is 
suspended. 

2.  Suspension:  The  student's  right  to  attend  classes  is  withdrawn.  Students  may  petition  to  be 
readmitted  to  the  College  after  a  designated  period  of  time. 

3.  Expulsion:  The  student's  right  to  attend  classes  is  withdrawn.  Student  may  not  petition  for 
readmission. 

4.  Exclusion:  Prohibites  the  student  from  campus  property. 

DRUG  AND  ALCOHOL  POLICY 

Poxbury  Ccrmunity  College,  in  accordance  with  legal  mandates  and  its  philosophy  of  establishing  and  rtBintaining  an 
envirorment  of  learning  and  a  supportive  environment  in  which  to  conduct  the  business  and  mission  of  the  College,  will 
enforce  the  following  policies: 

1.  The  unlawful  manufacture,  distribution,  dispensation,  possession  or  use  of  alcohol  or  of  a 
controlled  substance  is  prohibited  on  the  campus  of  Roxbury  Community  College  or  as  part  of 
any  college-related  activity.  Students  or  employees  who  violate  these  restrictions  shall  be 
subject  to  appropriate  disciplinary  action,  up  to  and  including  suspension,  expulsion  or 
discharge.  They  shall  also  be  subject  to  referrals  for  criminal  prosecution.  Where  students  or 
employees  are  convicted  of  violating  a  criminal  drug  or  alcohol  statute  related  to  a  college 
activity,  the  College  should  ordinarily  expel  or  discharge  the  offender,  absent  mitigating 
circumstances.  Mitigating  circumstances  shall  include,  but  shall  not  be  limited  to  consideration 
of  a  handicap  under  federal  and  state  law. 

2.  Roxbury  Community  College  shall  cooperate  in  the  enforcement  of  federal  and  state  laws 
concerning  illegal  drugs  and  alcoholic 'beverages.  Massachusetts  statutes  pertaining  to 
alcohol  and  illegal  drugs  include  Massachusetts  General  Laws,  Chapter  94C  (Controlled 
Substance  Act),  Massachusetts  General  Laws,  Chapter  272,   Section  59  (Public  Drinking),  and 
Massachusetts  General  Laws,   Chapter  90,   Section  24   (Operating  under  the  Influence,   Open 
Container) .  ' 

3.  Under  age  drinking  is  prohibited  at  Roxbury  Community  College  functions  and  on  any  part  of 
the  campus. 

4 .  No  College  funds,  Student  Activities  fees,  or  All-College  fees  shall  be  used  to  purchase 
alcoholic  beverages .  Roxbury  Community  College  additionally  prohibits  alcoholic  beverages  at 
any  College  event  (on  or  off  campus)  that  is  intended  for  students  or  student  participation.  A 
College  event  is  one  that  utilizes  College  facilities,  College  funds,  Student  Activities  fees  or  all 
College  fees  or  is  represented  as  being  a  College  function.  The  President  of  the  College  or 
designee  must  approve  such  events  in  writing.  All  purchase  orders  for  student  events  will 
exclude  payment  for  alcoholic  beverages,.  Faculty  and  staff  who  serve  as  advisors  or 
chaperones  to  groups  holding  such  events  should  understand  that  they  will  be  expected  to 
monitor  the  implementation  of  the  Student  Alcohol  Policy. 

5.  On  May  18,   1999,   the  Massachusetts  Board  of  Higher  Education  amended  its  Alcohol  Policy 
(BHE  98-01)   and  the  guidelines  for  Campus  Safety  and  Security  and  Campus  Codes  of 
Conduct   (FAAP  97-32)  by  adding  the  requirement  that,  consistent  with  the  Family  Educational 
Rights  and  Privacy  Act   (FERPA) ,  Roxbury  Community  College  shall  notify  the  parents  of  students 
under  21  years  of  age  each  time  they  have  been  determined  to  be  in  violation  of  the  campus 
alcohol  policy. 

For  further  written  information  regarding  medical   risk  associated  with  drug  use 
and  regarding  treatment,    see  the  complete  Drug  and  Alcohol  Policy,    available  at 
the  Office  of  the  Vice  President  of  Student  Affairs/Enrollment  Management. 
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DUAL  ADMISSIONS  -  COLLEGE  STUDENTS 

Roxbury  Catmunity  College  students  may  participate  in  dual  enrollment  programs  with  a  number  of  Historically  Black 
Colleges  and  Universities  (HBCU) .  To  be  eligible,  students  rust  first  apply  and  be  admitted  to  ROC.  Accepted  students 
who  wish  to  participate  in  the  Cual  Admissions  programs  may  then  apply  to  one  of  the  HBCU. 

Upon  successful  completion  of  the  Associate  Degree  at  Roxbury  Cannunity  College  with  at  least  a  2.0  Grade  Point 
Average,  a  student  may  become  a  member  of  the  junior  class  of  the  Historically  Black  Colleges  and  Universities  where  he  or 
she  plans  to  continue  toward  a  Bachelor' s  Degree. 

EDUCATIONAL  RECORDS 

The  Family  Educational  Rights  and  Privacy  Act  (PERPA)  affords  students  certain  rights  with  respect  to  their  educational 
records.  Students  are  informed  of  their  rights  under  this  act  through  the  college  catalog  and  Student  Handbook.  They  are: 

•  The  right  to  Inspect  and  Review  the  student's  educational  records  within  45  days  of  the  day 
the  college  receives  request  for  access.  Students  should  submit  to  registrar,  dean,  head  of 
academic  department,  or  other  appropriate  official,  written  requests  that  identify  the  record (s) 
they  wish  to  inspect .  The  college  official  will  make  arrangements  for  access  and  notify  the 
students  of  the  time  and  place  where  the  records  may  be  inspected.  If  the  records  are  not 
maintained  by  the  college  official  to  whom  the  request  was  submitted,  that  official  shall  advise 
the  student  of  the  correct  official  to  whom  the  request  should  be  addressed. 

•  The  right  to  Challenge  Records  and  request  the  amendment  of  the  student's  educational 
record  that  the  student  believes  is  inaccurate  or  misleading.  Students  may  ask  the  college  to 
amend  a  record  they  believe  is  inaccurate  or  misleading.  They  should  write  the  college  official 
responsible  for  the  record,  clearly  identify  the  part  of  the  record  they  want  changed,  and  specify 
why  it  is  inaccurate  or  misleading.  If  the  college  decides  not  to  amend  the  record  as  requested 
by  the  student,  the  college  will  notify  the  student  of  the  decision  and  advise  the  student  of  his  or 
her  right  to  a  hearing  regarding  the  request  for  amendment.  Additional  information  regarding  the 
hearing  procedures  will  be  provided  to  the  student  when  notified  of  the  right  to  a  hearing. 

•  The  right  to  consent  to  Record  Disclosure  of  personally  identifiable  information  contained  in 
the  student's  educational  records,  except  to  the  extent  that  FERPA  authorizes  disclosure  without 
consent.  One  exception  which  permits  disclosure  without  consent  is  disclosure  to  school 
officials  with  legitimate  educational  interests.  A  school  official  is  a  person  employed  by  the 
college  in  an  administrative,  supervisory,  academic  or  research,  or  support  staff  position 
(including  law  enforcement  unit  personnel  and  health  staff) ;  a  person  or  company  with  whom 
the  college  has  contracted  (such  as  an  attorney,  auditor,  or  collection  agency) ;  a  person 
serving  on  the  Board  of  Trustees;  or  a  student  serving  on  an  official  committee,  such  as  a 
disciplinary  or  grievance  conmittee  or  assisting  another  school  official  in  performing  his  or  her 
task.  A  school  official  has  a  legitimate  educational  interest  if  the  official  needs  to  review  an 
educational  record  in  order  to  fulfill  his  or  her  professional  responsibility. 

•  The  Right  of  Complaint,  to  file  a  complaint  with  the  US  Department  of  Education  concerning 
alleged  failures  by  Roxbury  Community  College  to  comply  with  the  requirements  of  FERPA.  The 
name  and  address  of  the  office  that  administers  FERPA  is: 

Family  Policy  Compliance  Office 

US  Department  of  Education 
i 

600  Independence  Avenue,  SW 

Washington,  DC  20202-4605 

TRANSCRIPTS 

Transcripts  are  available  in  the  Registrar' s  Office  for  a  fee  of  $5.00.  A  Transcript  Request  Form  must  be  completed  and 
submitted.  Allow  5  business  days  for  processing  requests,  noting  that  transcripts  will  not  be  released  if  a  student  has 
outstanding  financial  obligations  to  the  College.  A  same  day  official  transcript  may  be  obtained  for  $10.00. 


GENERAL  RECORDS 

The  Admissions  Of fioe  ocnpiles  general  records.  These  include  materials  furnished  by  the  student,  such  as  application 
forms  and  personal  statements,  transcripts  and  other  materials  frcm  third  parties.  These  files  are  not  available  to  students 
until  they  are  admitted  and  registered  at  the  college.  Qxe  a  student  registers,  these  folders  are  transferred  to  the 
Registrar' s  Office,  where  they  are  held.  In  addition,  if  the  student  applies  for  Financial  Aid,  separate  records  of  these 
transactions  are  kept  in  the  Financial  Aid  Office. 

Roxbury  Community  College  employees  who  have  access  to  student  records  are  the  student' s  academic  advisor,  the 
student' s  department  chair  or  program  head,  departmental  evaluation  committees  where  appropriate,  the  Deans'  Offices, 
the  Admissions  Office  (if  reapplying) ,  the  Financial  Aid  Office  (if  being  considered  for  aid) ,  and  the  Registrar' s  Office. 
Students  may  ask  to  see  their  records  any  time  after  registration  by  going  to  the  appropriate  office  and  requesting  an 
appointment  to  inspect  the  record.  Students  wishing  to  discuss  or  question  their  records  may  speak  with  the  Registrar. 


DIRECTORY  OF  RECORDS  LOCATIONS 


RECORD  TYPE 

LOCATION 

CUSTODIAN 

Academic  Records 

Registrar's  Office 

Registrar 

202  Achiinistration  Bldg 

617-541-5320 

Admissions 

Admission  Office 

Director  of  Admissions 

.. 

101  Administration  Bldg 

617-541-5310 

:■',  '■; 

Assessment 

Assessment  Office 

Director  of  Assessment 

331  Student  Center  Bldg. 

617-427-0060  ext.  5138 

Financial  Aid 

Financial  Aid  Office 

Director  of  FJnanrrial  Aid 

201  Acministration  Bldg. 

617-541-5322 

i 

Financial  Records 

Business  Office 

Carptroller 

213  Acministration  Bldg. 

617-541-5321 

Health  Records 

Health  Services 

Director  of  Health  Services 

1 

313  Student  Center  Bldg. 

617-427-0060  ext.  5030 

RIGHT  TO  REFUSE  ACCESS 

Roxbury  Canrunity  College  reserves  the  right  to  refuse  to  permit  a  student  to  inspect  the  following  records: 

1.  Records  connected  with  an  application  to  attend  Roxbury  Community  College  if  that 
application  was  denied  or  if  the  admitted  applicant  has  not  yet  matriculated. 

2 .  Those  records  that  are  excluded  from  the  FERPA  definition  of  education  records . 

Roxbury  Camunity  College  reserves  the  right  to  deny  official  transcripts  or  copies  of  records  not  required 
to  be  made  available  by  the  FEREA  in  any  of  the  following  situations : 

1.  The  student  has  an  unpaid  financial  obligation  to  the  College. 

2 .  The  student  is  requesting  a  copy  of  a  document  which  was  originally  issued  by  an  outside 
institution  (i.e.  transcripts  frcm  other  institutions,  passports) . 
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GRADES 


GRADE  APPEALS  —  SEE  STUDENT  GRIEVANCE  PROCEDURES 


GRADE  POINT  AVERAGE  (GPA) 


Grade  points  earned  in  any  course  are  found  by  rrnltiplying  the  quality  points  assigned  to  the  letter  grade  by  the  number  of 
credits  for  the  course.  A  student' s  grade  point  average  is  determined  by  adding  the  total  points  earned  in  all  courses  that 
semaster  and  dividing  this  total  by  the  total  credits  attenpted.  For  example,  a  student  earned  the  following  grades  for  one 
semester: 


Course 

Grade 

Quality  Points 

Attempted  Credits 

Total 

English  101 

A 

4.0 

3 

12 

Mathl  102 

B 

3.0 

3 

9 

Science 

F 

0.0 

4 

0 

Business  131 

C 

2.0 

3 

6 

Total  Quality  Points:27.0 

Credits  Attempted: 

13 

GPA  =  27/13  =  2.08 

GRADING  POLICY 


Poxbury  Cantunity  College  assigns  a  letter  grade  for  all  credit  courses.  Each  letter  grade  frcm  "A"  to  "F",  carries  a 
numerical  value  which  is  used  to  calculate  a  student' s  Grade  Point  Average  (GPA) . 


Grade 

Quality  Points 

Interpretation 

A 

4.0 

Excellent 

A- 

3.7 

Excellent 

B+ 

3.3 

Very  Good 

B 

3.0 

Good 

B- 

2.7 

Good 

C+ 

2.3 

Satisfactory  Plus 

C 

2.0 

Satisfactory 

C- 

1.7 

Satisfactory 

D+ 

1.3 

Unsatisfactory,  Passing 

D 

1.0 

Unsatisfactory,  Passing 

F 

0.0 

Unsatisfactory,  Course  Failure 

NONNUMERIC  GRADES 

Ajdit  —  A  course  is  being  audited.  No  grade  is  assigned  to  the  course  and  no  credit  is  earned. 

Attended  and  Progressed  —  Only  for  Pre-College  courses 

Incoiplete  —  A  student  has  made  satisfactory  progress  in  a  course  and  has  completed  most  of  the  course  work 

except  for  a  final  paper  or  exam.  This  grade  is  given  at  the  discretion  of  the  instructor. 

Incomplete  —  "F"  from  incomplete  to  be  used  when  an"I"  grade  reverts  to  F" 

Pass  —  Applies  to  non-credit  courses  only 

Did  not  Pass  —  Applies  to  non-credit  courses  only 

Course  must  be  repeated  —  Used  for  developmental  courses  only. 

Satisfactory  (A-C  equivalent)  —  Midterm  evaluation  only 

Transfer  Course 

Unsatisfactory  (D-F  equivalent)  —  Midterm  evaluation  only 

Cf ficial  Withdrawal  —  A  student  officially  withdraws  frcm  a  course. 

Alninistrative  Withdrawal  -  A  student  is  withdrawn  from  a  course  by  a  faculty  member  or  administrator. 

Work  In  Progress  —  No  grade  submitted  by  instructor. 


A  U 

AP 

I 

EE 

P 

NP 

R 

S 

TR 

U 

w 

W  A 

WIP 

SATISFACTORY  ACADEMIC  PROGRESS 

In  order  to  reosive  financial  aid  a  student  nust  meet  the  following  standards  for  satisfactory  academic  progress.  Please 
note  that  if  you  have  not  met  these  standards  you  have  the  right  to  file  a  written  appeal.  In  many  cases  appeals  are 
approved  based  on  extenuating  circumstances.  Examples  of  this  can  include  medical  and  disability  issues.  We  strongly 
advise  you  to  contact  our  office  if  you  have  any  questions  regarding  this  policy. 

ESL  and  pre-College  Classes: 

Financial  Aid  will  not  pay  for  ESL  or  Pre-Oollege  classes  after  a  student  has  attempted  a  total  of  30  credits  in  either  one  or 
both  of  these  categories,  unless  they  are  taken  in  conjunction  with  a  college  level  class. 

Financial  Aid  will  not  pay  for  ESL  or  Pre-College  classes  after  a  student  has  attempted  a  total  of  48  credits  in  either  one  or 
both  of  these  categories,  regardless  of  whether  a  student  is  taking  these  classes  in  conjunction  with  college  level  classes. 


Grade  Point  Average  and  Completion  Rate  Requirements: 

Students  are  placed  en  financial  aid  warning  and  are  eligible  to  reoaive  financial  aid,  if  they  have  attempted  less  than  15 
credits  with  a  G.P.A.  of  less  than  1.5  and/or  have  ccmpleted  less  than  66%  of  their  credits  attempted. 

Students  are  placed  on  financial  aid  suspension  and  are  not  eligible  to  receive  financial  aid,  if  they  have  attempted  15-29 

credits  with  a  G.P.A.  of  less  than  1.7  and/or  have  completed  less  than  66%  of  their  credits  attempted. 

Students  are  placed  on  financial  aid  suspension  and  are  not  eligible  to  receive  financial  aid,  if  they  have  attempted  30 

credits  with  a  G.P.A.  of  less  than  2.0  and/or  have  completed  less  than  66%  of  their  credits  attempted. 

Please  note  that  incomplete  and  withdrawn  classes  count  as  credits  attempted  but  not  earned. 


REPEATING  A  COURSE 

A  course  in  which  a  grade  below  a  "B"  was  earned  may  be  repeated.  The  new  grade  will  replace  the  previously  earned 
grade  in  the  computation  of  the  grade  point  average,  but  the  original  grade  will  remain  on  the  transcript,  along  with  the  new 
grade.  A  student  failing  a  course  for  the  seoDrd  time  will  not  be  alleged  to  enroll  in  that  course  a  third  tine  without 
permission  of  the  Division  Dean. 


GRADUATION  REQUIREMENTS 

To  qualify  for  graduation,  a  student  must  meet  the  following  conditions: 

1.  Qualify  as  a  matriculated  student  as  determined  by  the  Office  of  Admissions. 
2.  Complete  all  course  requirements  as  specified  by  the  academic  program  of  study  with  a 
minimum  grade  point  average  (GPA)  of  2.0  for  college-level  courses,  unless  otherwise  required 
by  the  academic  program.  For  specific  major  requirements  consult  the  program  of  studies. 

3.  Earn  from  Roxbury  Community  College  at  least  60  credit  hours  for  an  associate  degree  and 
30  credit  hours  for  a  certificate. 

4.  Complete  a  Graduation  Application  by  the  deadline  date. 

INDEPENDENT  STUDY 

Students  who  have  enrolled  at  Roxbury  Community  College  for  at  least  one  semester  and  are  in  good  academic  standing 
(rninimum  G.P.A.  of  2.0)  may  enroll  in  a  maximum  of  two  independent  study  courses  per  semester.  The  courses  chosen  for 
independent  study  must  be  courses  in  the  curriculum  not  being  offered  during  the  term,  or  if  offered,  not  able  to  be 
accomodated  in  the  student' s  course  schedule. 

An  Independent  Study  form  is  available  in  the  Registrar' s  Cf  fice.  This  form  must  be  completed  and  submitted  to  the 
Registrar' s  Office  by  the  student  during  the  first  two  weeks  of  the  semester.  Failure  to  submit  the  completed  form  to  the 
Registrar' s  Cf  fice  within  this  period  will  result  in  no  credit  being  awarded  for  work. 

NODS:  Except  in  rare  circumstances,  Independent  Study  is  not  allowed  during  the  Summer  Session. 
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SATISFACTORY  ACADEMIC  PROGRESS 


Satisfactory  Academic  Progress  is  determined  by  the  grade  point  average  maintained, 
in  relation  to  the  mnber  of  credits  attempted: 


Total  Credits  Attempted 

GPA  for  Academic  Warning          GPA  for  Academic  Suspension 

■■wmiF 

0-16 

'                  1.30-1.69                                                  Below  1.30 

17 

1.33-1.71                                                  Below  1.33 

18 

1.36-1.72                                                  Below  1.36 

19 

1.39-1.74                                                  Below  1.38 

20 

1.41-1.75                                                  Below  1.41 

21 

1.44-1.77                                                  Below  1.41 

22 

1.47-1.78                                                  Below  1.44 

23 

1.50-1.78                                                  Below  1.50 

24 

1.53-1.81                                                  Below  1.53 

25 

1.56-1.83                                                  Below  1.56 

26 

1.59-1.84                                                  Below  1.59 

27 

1.61-1.86                                                  Below  1.61 

28 

1.64-1.87                                                     Below  1.64 

29 

1.67-1.89                                                     Below  1.67 

30 

1.70-1.89                                                     Below  1.70 

31 

1.70-1.89                                                     Below  1.70 

32 

1.70-1.89                                                  Below  1.70 

33 

1.72-1.90                                                  Below  1.72 

■    34 

1.73-1.93                                                  Below  1.73 

35 

1.75-1.92                                                  Below  1.75 

36 

1.76-1.92                                                     Below  1.76 

.;•       37 

1.78-1.94                                                  Below  1.78 

38 

1.79-1.94                                                     Below  1.79 

39 

1.81-1.95                                                  Below  1.81 

40 

1.82-1.95                                                  Below,  1.82 

41 

1.84-1.95                                                  Below  1.84 

42 

1.85-1.97                                                  Below  1.85 

43 

1.87-1.98                                                     Below  1.87 

44 

1.88-1.99                                                     Below  1.88 

45 

1.90-1.99,                                                 Below  1.90 

46 

1.90-1.99                                                  Below  1.90 

47 

1.91-1.99                                                  Below  1.91 

48 

1.91-1.99                                                  Below  1.91 

49 

1.92-1.99                                                     Below  1.92 

50 

1.93-1.99                                                     Below  1.93 

51 

1.94-1.99                                                     Below  1.94 

52 

1.94-1.99                                                     Below  1.94 

53 

1.95-1.99                                                     Below  1.95 

54 

1.96-1.99                                                  Below  1.96 

55- 

1.96-1.99                                                  Below  1.96 

56 

1.97-1.99                                                  Below  1.97 

, 

57 

1.98-1.99                                                  Below  1.98 

58 

1.99                                                           Below  1.99 

59 

1.99                                                           Below  1.99 

60 

2.C0                                                              Below  2.00 

■    .    ':-  :■..    :- 

HAZING  POLICY 

Roxbury  CanTunity  College  does  not  permit  hazing  at  any  activity  or  event  associated  with  the  College  or  at  College- 
recognized  clubs  and  organizations.  The  Commonwealth  of  Massachusetts  prohibits  hazing  in  any  form  on  campuses 
throughout  the  GomrDriwealth.  Hazing  is  defined  as  any  conduct  or  method  of  initiation  into  any  student  organization, 
Uiether  on  public  or  private  property,  which  willfully  or  recklessly  endangers  the  physical  or  mental  health  of  any  student  or 
other  person.  Such  conduct  shall  include  whipping,  beating,  branding,  forced  calisthenics  and  exposure  to  weather,  or 
forced  consumption  of  any  food,  liquor,  beverage,  drug  or  other  substance.  Also,  hazing  includes  any  other  brutal  treatment 
or  forced  physical  activity  vfoich  is  likely  to  adversely  affect  the  physical  health  or  safety  of  any  student  or  other 
person  or  to  cause  extreme  mental  stress,  including  extended  isolation  or  deprivation  of  sleep.  The  Senate  and  the  House 
of  Representatives  enacted  an  act  prohibiting  the  practice  of  razing  in  General  Court  in  1965.  Adding  the  following  three 
sections  hereby  amends  chapter  369  of  the  General  Laws. 

Section  17.  Whoever  is  a  principle  organizer  or  participant  in  the  crime  of  hazing  as  defined  herein  shall  be  punished  by  a 
fine  of  not  more  that  one  thousand  dollars  or  by  imprisonment  in  a  house  of  correction  for  not  more  than  one  hundred  days 
or  by  both  such  fine  and  imprisonment .  The  term  hazing  as  used  in  this  section  and  in  sections  eighteen  and  nineteen,  shall 
mean  any  conduct  or  method  of  initiation  into  any  student  organization,  vtether  public  or  private  property,  which  willfully  or 
recklessly  endangers  the  physical  or  mental  health  of  any  student  or  other  person.  Such  conduct  shall  include  whipping, 
beating,  branding,  forced  calisthenics  and  exposure  to  the  weather,  forced  consumption  of  any  food,  liquor,  beverage,  drug 
or  other  substance.  Also,  hazing  includes  any  other  brutal  treatment  or  forced  physical  activity  virion  is  likely  to  adversely 
affect  the  physical  health  or  safety  of  any  such  student  or  other  person,  or  cause  extreme  mental  stress,  including  extended 
deprivation  of  sleep  or  rest  or  extended  isolation. 

Section  18.  Whoever  knows  that  a  person  is  the  victim  of  hazing  as  defined  in  section  seventeen  and  is  at  the  scene 
of  such  a  crime  shall,  to  the  extent  that  such  person  can  do  so  without  danger  or  peril  to  himself  or  other,  report  such  a 
crime  to  an  appropriate  law  enforcement  official  as  soon  as  reasonably  practical.  Whoever  fails  to  report  such  crime  will  be 
punished  by  a  fine  of  rot  more  than  five  hundred  dollars. 

Section  19.  Each  institution  of  secondary  education  and  each  student  group,  student  team  or  student  organization  which 
is  part  of  such  institution  or  is  recognized  by  the  institution  or  permitted  by  the  institution  to  use  its  name  or  facilities  or  is 
known  by  the  institution  to  exist  as  an  unaffiliated  student  group,  student  team  or  student  organization,  shall  provide  a  copy 
of  this  section  and  sections  seventeen  and  eighteen;  provided  however,  that  an  institution' s  compliance  with  this  section' s 
requirements  that  an  institution  issue  copies  of  this  section  and  sections  seventeen  and  eighteen  to  unaffiliated  student 
groups,  teams  or  organizations  shall  not  constitute  evidence  of  the  institution' s  recognition  or  endorsement  of  said 
unaffiliated) student  groups,  teams  tor  organizations.  Each  such,  group,  team  or  organization  shall  distribute  a  copy  of  this 
section  and  sections  seventeen  and  eighteen  to  each  of  its  members,  pledges,  or  applicants  for  membership.  It  shall  be  the 
duty  of  each  such  group,  team  or  organization,  acting  through  its  designated  officer,  to  deliver  annually,  to  the  institution  an 
attested  acknowledgement  stating  that  such  group,  team  or  organization  has  received  a  copy  of  this  section  and  said 
sections  seventeen  and  eighteen,  and  that  such  group,  team  or  organization  understands  and  agrees  to  comply  with  the 
provisions  of  this  section  and  sections  seventeen  and  eighteen.  Each  secondary  school  and  each  public  or  private  school 
or  college  shall  ,  before  the  start  of  enrollment,  deliver  to  each  person  who  enrolls  as  a  full  time  student  in  such 
institution  a  copy  of  this  section  and  sections  seventeen  and  eighteen.  Each  secondary  school  and  each  public  or  private 
school  or  college  shrill  file,  at  least  annually,  a  report  with  the  regents  of  higher  education  and  in  the  case  of  secondary 
schools,  the  board  of  education,  certifying  that  such  institution  has  complied  with  the  provisions  of  this  section  and  also 
certifying  that  said  school  has  adopted  a  disciplinary  policy  with  its  responsibility  to  inform  student  groups,  teans  or 
organizations  and  to  notify  each  full  time  student  enrolled  by  it  of  the  provisions  of  this  section  and  sections  seventeen  and 
eighteen  and  also  certifying  that  said  institution  has  adopted  a  disciplinary  policy  with  regard  to  the  organizers  and 
participants  of  hazing,  and  that  such  policy  has  been  set  forth  with  appropriate  emphasis  in  the  student  handbook  or  similar 
means  of  ccnrnunicating  the  institutions  policies  to  its  students.  The  Board  of  Education  shall  promulgate  regulations 
governing  the  content  and  frequency  of  such  reports  and  shall  forth-^with  report  to  the  Attorney  General  any  such  institution 
which  fails  to  make  such  a  report. 

Should  there  be  any  questions  ccnceming  the  College' s  Hazing  Eblicy,  please  contact  the  Of f ioe  of  the  Vice  President  for 
Enrollment  Management  and  Student  Affairs.         >  ,  i  , 
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IDENTIFICATION  CARPS 

Students  itust  cbtain  iciantification  cards  at  the  begirining  of  their  first  semester.  The  I.D.  card  is  necessary  to  borrow  books 
frcm  the  Library  and  Learning  Center.  Current  serrester  validation  stickers  nay  be  obtained  at  the  Registrar7  s  Office. 
Replacements  for  lost  cards  are  available  for  $5.00.  I.D.  cards  must  be  shown  to  any  members  of  the  Roxbury  Camunity 
College  faculty,  staff  or  security  personnel  upon  request. 

( 

IMMUNIZATIONS 

The  lYBSsachusetts  General  Laws,  Chapter  76,  Section  15C  requires  that  all  full-time  students  bom  after  1956,  and  all 
students  in  the  Nursing  Program  and  other  College  Health  Science  programs,  present  evidence  of  immunization  against 
measles,  nuips,  rubella,  diphtheria  and  tetanus  in  order  to  register  for  classes. 
Ebr  more  information,  cmtact  the  Office  of  Health  Services. 


PLACEMENT  TESTING 

Academic  Building,  Room  207 

All  Associate  Degree  and  Certificate  seeking  students  are  required  to  take  mathematics,  reading,  writing,  and  science 
placement  tests  before  they  are  allowed  to  register.  These  tests  are  not  a  condition  for  admission,  but  are  used  for  the 
purpose  of  academic  advising  and  proper  placement  in  classes . 

Students  enrolled  in  mathematics  or  English  courses  are  required  to  take  the  placement  test  in  these  areas.  For  enrollment 
in  other  courses,  only  permission  of  the  instructor  will  be  required.  Since  most  Roxbury  Ccmmunity  College  courses  require 
proficiency  in  English  or  mathematics,  special  students  are  encouraged  to  take  tests  in  both 
subjects  before  matriculating. 

In  addition,  non-native  English  speakers  with  limited  proficiency  in  English  must  take  the  Roxbury  Camunity  College 
English  as  a  Second  Language  (ESL)  Placement  test.  Non-native  speakers  of  English  may  take  the  Roxbury  Community 
College  math  and  science  placement  tests  in  their  native  language,  if  available. 


PREREQUISITES 


If  a  course  lists  a  prerequisite  that  is  followed  by  the  term  "or  concurrent"  a  student  may  enroll  in  that  course  and  the 
prerequisite  during  the  same  academic  semester. 

The  cnly  way  to  waive  the  prerequisite  requirement  is  to  provide  placement  test  scores  that  indicate  a  level  of  proficiency 
above  the  prerequisite  level.  For  exatple,  if  Etc  097  is  a  prerequisite  for  a  course,  the  student  must  either  successfully 
complete  ENG  097  or  provide  placsient  test  results  that  indicate  a  skill  level  comparable  to  ENG  099  the  next  highest 
course  in  the  ENG  sequence. 


REFUND  POLICY 

Students  should  go  to  the  Business  Office  to  apply  for  a  refund  for  credit  courses. 
Withdrawal  before  the  first  week  of  semester   100%  tuition  and  fees 
Withdrawal  during  the  first  week  100%  tuition  only 

Withdrawal  during  second  week  50%  tuition  only 

Withdrawal  after  second  week  0  % 

RIGHT  TO  PROTEST 

The  Massachusetts  Board  of  Regional  Community  Colleges  adopted  the  following  policy  on  April  11,  1969: 

1.  Academic  institutions  exist  for  the  transmission  of  knowledge,  the  pursuit  of  truth,  the 
development  of  students,  and  the  general  well  being  of  society.  Free  inquiry  and  free  expression 
are  indispensable  to  the  attainment  of  these  goals.  As  members  of  the  academic  community, 
faculty  members,  staff  and  students  are  encouraged  in  a  sustained  and  independent  search  for 
knowledge . 

2.  Freedom  to  teach  and  freedom  to  learn  depend  upon  appropriate  opportunities  and 
conditions  in  the  classroom,  on  the  campus,  and  in  the  larger  community.  The  responsibility  to 
secure  and  to  respect  general  conditions  conducive  to  the  freedom  to  leam  is  shared  by  all 
members  of  the  academic  community,  students,  faculty  and  staff  members. 

3.  R.oxbury  Community  College  will  respect  and  will  defend  the  right  of  its  members  to  lawful 
exercise  of  free  speech  and  assembly  on  behalf  of  causes,  whether  popular  or  unpopular. 
These  rights  are  properly  exercised  only  when  due  regard  for  the  rights  of  others  is  assured, 
and  actions  denying  the  rights  of  others  to  move  or  speak  freely,  whether  or  not  such 
interference  is  their  motive,  lie  outside  constitutional  guarantees  and  the  obligation  of  the 
college  to  defend  them.  Therefore,  if  in  the  judgment  of  the  President  or  her  designee,  persons 
are  attempting  to  interfere  with  freedom  of  movement  or  speech  of  members  or  guests 

of  the  college  community,  or  the  orderly  operation  of  the  College,  the  President  or  her  designee 
'    is  authorized  t6  do  the  following:      , 

a.  Advise  such  person (s)  of  the  impropriety  of  their  activity  and  request  immediate 
desistance  from  such  activity.  If  such  persons  fail  to  desist,  call  the  appropriate 
authority  to  remove  those  interfering. 

b.  Suspend  temporarily  such  members  of  the  college  community  who  have 
participated  in  such  interference  and  persist  in  such  activity. 

c.  Grant,  as  soon  as  reasonably  possible,  a  hearing  before  an  appropriate  committee 
to  any  person  appealing  such  suspension.  Following  such  a  hearing,  the  committee 
will  make  a  recommendation  to  the  President. 

d.  Any  person  who  involves  him/herself  in  the  willful  destruction  of  college  or  personal 
property  will,  in  addition,  be  answerable  to  charges  filed  with  civil  authorities. 

SCHOOL  CANCELLATIONS 

Classes  maybe  delayed  or  cancelled  due  to  severe  weather  conditions.  Announcements  will  be  made  on  the  following 

statims:  i 

Television  Stations  WBZ  Channel  4  WCVB  Channel  5  WHDH  Channel  7 

Radio  Stations  WBZ  1030AM  WRKO    680AM 


33 


SEXUAL  HARASSMENT 

Roxbury  Camunity  College  is  ccrtmitted  to  providing  an  atmosphere  for  learning  that  is  free  of  any  oonduct  that  could  be 
considered  harassing,  abusive  or  disorderly.  In  order  to  ensure  that  the  College  meets  its  obligation  to  all  matters  of  the 

community,  procedures  and  programs  have  been  established. 

i 

Sexual  harassment  is  an  abuse  of  power,  which  is  considered  demeaning  and  interferes  with  one' s  ability  to  work  or 
participate  in  ecucaticnal  activities. 

Sexual  harassment  includes,  but  is  not  limited  to  the  following: 

a)  Sexual  advances 

b)  Requests  for  sexual  favors 

c)  Other  physical  conduct  of  a  sexual  nature  when  submission  to  or  rejection  of  such  advances, 
requests  or  conduct  is  made  either  explicitly  or  implicitly  a  term  or  condition  of  employment  or  a 
basis  for  education  or  employment  decisions.  Such  conduct  has  the  purpose  or  effect  of 
creating  an  intimidating,  hostile,  humiliating,  or  sexually  offensive  educational,  employment  or 
living  environment. 

Under  Massachusetts  General  law,  Chapter  151B,  Section  4  (1)  and  Section  16A,  sexual  harassment  is  a  form  of  sex 
ctiscrimirHticn  and  is  illegal. 

If  you  believe  that  you  have  been  subjected  to  sexual  harassment  or  if  you  wish  more  information  about  sexual  harassment 
and  grievance  procedures,  see  the  Vice  President  of  Student  Affairs/Enrollment  Management,  who  acts  as  the  Student 
Grievance  Officer  at  Roxbury  Cfcrrrrunity  College. 


SMOKING 

In  compliance  with  Federal  and  State  Laws  governing  the  use  of  tobacco  products  in  public  buildings,  Roxbury  Camunity 
College  maintains  a  smoke  free  policy.  Smoking  is  strictly  prohibited  in  the  buildings. 


STUDENT  CORI  AND  SORI 

On  May  17,  1996,  the  Executive  Office  of  Health  and  Human  Services  (EOHHS)  issued  a  directive  requiring  CORI  (Criminal 
Offender  Record  Information)  checks  on  all  persons  hired  or  volunteering  to  provide  services  at  all  state 
hospitals  and  mental  health  facilities.  Roxbury  Oanrunity  College,  therefore,  will  seek  certification  in  order  to  access  CCRI 
for  students  whose  academic  programs  include  clinical  e>qperience  at  a  state  hospital  or  mental  health  facility. 

In  addition  to  the  availability  of  student  CORI,  Roxbury  Caimunity  College  may  now  also  access  a  student' s  Sex  Offender 
Registry  Information  (SCRI) .  For  additional  information  or  clarification,  students  should  contact  the  Vice  President  of  Student 
Affairs/Enrollment  Management  at  Roxbury  Ccrmiunity  College. 


STUDENT  GRIEVANCE  PROCEDURES 

PURPOSE 

The  primary  purpose  of  the  procedure  is  to  secure  prompt  and  equitable  resolution  of  student  complaints  and  grievances. 
Grievances,  properly  filed  in  this  forum  include,  but  are  not  limited  to,  matters  arising  under  federal  and  state  laws 
prohibiting  discriminatory  educational  practices,  i.e. ,  Title  IX  of  the  Fft rational  Amencmant  of  1972,  Section  504  of  the  1973 
Rehabilitation  Act,  Title  TV  of  the  1964  Civil  Rights  Act,  and  Massachusetts  General  Laws,  Chapter  151C,  Section  1. 
Customary  channels  of  canrunication  shall  be  used  whenever  feasible  in  seeking  clarification  of  questions  of  concern 
before  the  grievance  procedure  is  utilized.  Every  effort  shall  be  made  to  maintain  confidentiality  at  each  level  of  this 
procedure  in  accordance  with  applicable  law. 

DEFINITIONS 

Complaint:  The  informal,  often  unwritten  stage  of  an  allegation  of  mistreatment. 

Grievance: A  written  complaint  filed  by  a  student  with  the  Vice  President  of  Student  Aff airs/Enrollment  Managsrent,  the 
Student  Grievance  Officer,  specifically  alleging  Discrimination  or  an  abridgement  of  his/her  rights  as  a  student. 

Grievant:  The  student  (s)  filing  the  grievance.  The  grievant  rrust  have  been  a  registered  student  of  the  college  at 
the  time  of  the  alleged  mistreatment. 

Student  Grievance  Officer:  A  college  employee  assigned  responsibility  for  aoministering  the  student  grievance 
procedure,  including  the  maintenance  of  specified  records.  The  Student  Grievance  Officer  for  Roxbury  Camunity  College 
is  the  Vice  President  of  Student  Affairs/Enrollnent  Management.  If  a  grievance  is  filed  against  the  person  acting  as  the 
Student  Grievance  Officer,  the  President  shall  designate  another  college  official  to  act  as  the  Student  Grievance  Officer. 

Time:  The  number  of  days  indicated  at  each  level  shall  be  considered  a  maximum.  Every  effort  should  be  made  to  expedite 
the  process.  Nevertheless,  the  specified  time  limits  may  be  extended  in  extenuating  circumstances  by  the  immediate 
supervisor  of  the  person  against  whom  the  grievance  is  directed,  the  President  or  his/her  designee  or  by  mutual  agreement 
of  the  grievant  and  the  person  against  whom  the  grievance  is  directed,  provided  that  such  extensions  shall  be  confirmed  in 
writing. 

PROCEDURES 

Level  I  —  Informal  Procedure 

Customary  channels  of  catmunication  should  be  used  in  seeking  clarification  of  questions  of  concern  and  in  resolving 
complaints  before  the  formal  procedure  is  used.  This  is  the  informal  stage  where  most  complaints  are  resolved.  For 
example,  a  student  who  has  a  complaint  regarding  a  classroom  incident  customarily  talks  to  or  notifies  the  faculty  member, 
the  department  chair,  then  the  Vice  President  of  Student  Affairs/Enrollment  Management,  if  the  complaint  is  not  resolved.  The 
student  may  consult  with  the  Student  Grievance  Officer  prior  to  filing  any  written  complaint.  The  current  Student  Grievance 
Officer  for  Roxbury  Canrunity  College  is  the  Vice  President  of  Student  Affairs/Enrollment  Management, . 

Step  Che:  Except  in  cases  of  alleged  physical  assault  or  sexual  harassment,  the  grievant  shall  first  present  his/her 
complaint  orally  and  informally  to  the  person  against  whom  the  complaint  exists.  This  should  be  done  in  a  reasonable  period 
of  time,  not  exceeding  thirty  (30)  calendar  days  frcm  the  date  that  the  grievant  knew  or  should  have  known  of  the  grievable 
action  or  inaction.  The  victim  of  sexual  harassment  or  physical  assault  may  initiate  the  complaint  at  Level  One,  Step  Three 
(i.e. ,  with  the  immediate  supervisor  of  the  person  against  whom  the  complaint  exists)  not  later  than  thirty  (30)  calendar  days 
following  the  instructional  period  when  the  alleged  incident  occurred.  In  all  other  cases,  the  grievant  shall  first  present  his/her 
complaint  at  Level  One,  Steps  One  and  Two. 

Step  Two:  If  the  complaint  is  not  resolved  within  ten  (10)  calendar  days  after  notice  of  the  Step  Cne  complaint,  the  grievant 
may  within  ten  (10)  calendar  days  thereafter  present  in  writing  the  allegations  supporting  the  complaint  including  all  of  the 
known  facts  to  the  person  against  whom  the  ocmplaint  is  directed. 
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A  crrtplaint  filed  at  this  level  shall  specifically  state  that  it  is  filed  at  level  Che,  Step  TV«o.  The  grievant  shall  also  date  the 
document,  retain  a  copy,  and  hand-deliver  or  send  it  by  certified  mail.  The  person  against  whcm  the  ccrtplaint  is  directed 
shall  forward  a  written  Step  Two  response,  if  any,  to  the  student  within  seven  (7)  calendar  days  from  receipt. 

Step  Three:  If  the  catplaint  is  not  resolved  within  seven  (7)  calendar  days  after  receipt  of  the  Step  Two  response  or  if  no 
written  response  is  issued  within  seven  (7)  calendar  days  after  it  was  due,  then  the  student  may  progress  to  Step  Three. 
The  grievant  may  present  the  carpi  aint  in  writing  to  the  supervisor  of  the  person  against  whan  the  grievance  is  directed, 
with  a  copy  to  the  Dean  of  the  area  of  the  person  against  whcm  the  grievance  is  directed  and  the  Vice  President  of  Student 
Mf airs/Enrollment  Management.  The  supervisor  shall  investigate  the  complaint  and  after  conferring  with  the  appropriate 
Dean  shall  forward  his/her  written  decision  to  the  grievant,  the  person  against  whom  the  grievance  is  directed  and  the  dean 
of  the  student' s  program  within  seven  (7)  calendar  days  after  receipt  of  the  Step  Three  catplaint. 

Level  II  —  Student  Grievance  Committee 

If  the  catplaint  is  not  resolved  within  the  period  allowed  at  level  Cne,  Step  Three,  the  grievant  may  present  a  formal 
grievance  in  writing,  including  a  statement  of  the  charges  and  all  supporting  statement  and  evidence,  to  the  Student 
Grievance  Officer  (Vice  President  of  Student  Mfairs/Enrollment  Management,  or  designee)  within  ten  (10)  calendar  days 
after  the  receipt  of  the  supervisor' s  decision.  The  Student  Grievance  Officer  shall  arrange  a  meeting  of  the  Student 
Grievance  Garmittee  within  fourteen  (14)  calendar  days  following  receipt  of  the  grievance  and  shall  provide  a  copy  of  all 
written  supporting  statements  and  evidence  presented  at  the  lower  steps  to  each  member  of  the  Carmittee  at  least  twenty- 
four  (24)  hours  prior  to  the  hearing.  The  Garmittee  shall  render  its  findings  and  any  recarrrendations  within  seven  (7) 
calendar  days  following  said  hearing. 

MEMBERSHIP  OF  THE  COLLEGE  STUDENT  GRIEVANCE  COMMITTEE: 

The  composition  of  the  College  Student  Grievance  Garmittee  shall  consist  of  five  members  -  one  (1)  classified  employee, 
one  (1)  administrator,  one  (1)  faculty  or  professional  staff  unit  member,  one  (1)  student  and  a  fifth  member  from  the  same 
identifiable  group  as  the  person  against  whcm  the  grievance  has  been  filed.  Each  member  shall  be  appointed  by  the 
President  from  among  the  recarmendations  submitted  by  the  Vice  President  of  Student  Affairs/Enrollment  Management,  in 
consultation  with  the  academic  deans.  In  cases  of  Discrimination  as  they  apply  to  Title  IX  of  the  1972  Educational 
Arenarents,  Title  VI  of  the  Civil  Rights  Amenarent,  Section  504  of  the  1973  Rehabilitation  Act,  or  other  applicable 
ederal  or  state  anl^-discrimination  law,  the  Affirmative  Action  Officer  shall  be  a  non-voting  sixth  marber  of  the  carmittee.  The 
DEMASA  shall  also  attend  all  oarmittee  meetings  but  shall  not  vote  and  shall  maintain  the  confidentiality  of  those  meetings. 
Service  on  the  oarmittee  shall  be  voluntary,  provided  that  a  member  who  has  a  personal  interest  in  the  particular  grievance 
shall  be  ineligible  to  serve  on  the  Grievance  Carmittee. 

RULES  FOR  COMMITTEE  MEETINGS: 

The  following  rules  shall  govern  all  hearings  before  the  College  Student  Grievance  Carmittee: 

1 .  Each  newly  impaneled  carmittee  shall  meet  prior  to  conducting  a  hearing  to  select  a  carmittee  chairperson  f  ran 
among  its  members.  Selection  shall  be  made  by  a  sirrple  majority  vote. 

2.  The  Chairperson  of  the  carmittee  shall  be  responsible  for  conducting  the  hearing  and  drafting  the  decision  of  the 
carrrrittee,  but  shall  vote  only  in  the  event  of  a  tie. 

3.  Deliberations  of  the  carmittee  shall  be  confidential  and  held  in  closed  session.  All  hearings  shall  be  closed,  provided 
however,  that  the  grievant  and  the  person  against  whan  the  grievance  is  directed  shall  be  invited  to  be  present.  The 
grievant  and  the  person  accused  of  a  grievance  shall  have  the  right  to  bring  a  representative  and  any  necessary 
witnesses  to  the  hearing,  provided  that  the  carmittee  may  invite  additional  witnesses  to  the  hearing.  Any  witness 
may  be  isolated  from  the  testimony  of  other  witnesses  at  the  sole  discretion  of  the  Carmittee. 

4 .  Hearings  before  the  carmittee  shall  not  be  subject  to  the  formal  rules  of  evidence.  In  all  cases,  however,  the  hearing 
shall  be  conducted  in  a  fair  and  impartial  manner. 

5.  Copies  of  the  findings  and  recarmendations  of  the  Grievance  Carmittee  shall  be  forwarded  by  the  Student 
Grievance  Officer  to  the  grievant,  the  person  against  whan  the  grievance  is  directed  and  the  President  and  his/her 
designee.  A  copy  shall  be  maintained  by  the  College  for  not  more  than  seven  (7)  years. 

6.  No  further  issues  may  be  added  by  either  the  grievant  or  the  individual  against  whan  the  grievance  has  been  filed 
subsequent  to  level  Cne,  Step  Three.  Either  party  may,  however,  provide  additional  written  evidence  for 
consideration, by  the  President  within  seven  (7)  calendar  days  following  receipt  of  the  oarmittee' s  findings,  provided 
that  grievant  shall  also  provide  a  copy  of  any  additional  written  evidence  to  the  other  party. 


Level  III  —  President's  Decision 

Within  thirty  (30)  calendar  days  after  the  grievance  carmittee  issues  its  findings  and  recamiendaticns,  the  President  or 
designee  shall  evaluate  all  the  evidence  and  make  his/her  decision  in  writing,  to  all  concerned  parties.  The  President  or 
designee  may  in  his/her  sole  discretion  ccnouct  a  hearing  prior  to  rendering  a  decision.  If  a  hearing  is  held,  it  shall  be 
closed,  but  the  grievant  and  the  person (s)  accused  of  a  grievance  shall  be  invited  and  each  nay  bring  a  representative. 
The  decision  of  the  President  or  designee  shall  be  final  and  binding  on  all  parties. 

GRADE  APPEALS 

Ccrrplaints  or  grievances  filed  in  connection  with  assigned  grades  represent  a  special  case  within  the  grievance  procedure. 
Grading  reflects  careful  and  deliberate  assessment  of  a  student' s  performance  by  the  by  the  instructing  professional  (s) .  As 
such  decisions  are  necessarily  judgmental,  the  substance  of  those  decisions  may  not  be  delegated  to  the  grievance 
process.  Nevertheless,  the  College  recognizes  that  in  rare  cases,  the  process  of  grading  may  be  subject  to  error  or 
injustice,  except  as  otherwise  provided  by  a  separate  grade  appeals  procedure  for  clinical  programs  as  approved  by  the 
President  of  the  College.  A  student  who  alleges  an  error  or  injustice  in  grading  process  nay  employ  the  grievance 
procedures  described  in  Level  Cne,  Step  Cne  through  Three  above;  provided  that  the  appropriate  Dean  for  these 
purposes  shall  be  the  Academic  Dean.  No  complaint  challenging  a  grade  may  be  initiated  later  than  thirty  (30)  calendar  days 
following  the  last  day  of  the  instructional  period  for  which  the  grade  was  granted.  If  the  faculty  member  whs  assigned  the 
challenged  grade  is  no  longer  employed  by  the  College  or  is  not  available  within  the  timelines  specified,  the  student  may 
initiate  his/her  complaint  with  the  appropriate  academic  dean.  If  at  any  level  substantial  evidence  of  error  is  produced,  the 
grading  process  may  be  remanded  to  the  instructor  of  record  for  reassessment.  If  the  instructor  of  record  is  no  longer 
available,  the  appropriate  academic  dean  or  his/her  designee  shall  instead  reassess  the  grading  process. 

HEARINGS  AND  DECISIONS 

At  each  of  the  above  levels,  the  grievant  and  the  person  against  whan  the  grievance  is  directed  shall  be  afforded  the 
opportunity  to  be  present  and  to  be  heard.  In  addition,  each  party  may  present,  examine  and  cross-examine  witnesses.  All 
decisions  and/or  recommendations  at  each  level  must  be  in  writing,  with  the  exceptions  of  Level  Cne,  Steps  Cne  and  Two, 
and  shall  include  supporting  reasons.  Copies  of  all  decisions  and/or  reocnmendations  shall  be  given  to  both  parties. 

COLLATERAL  RIGHTS  OF  PERSON(S)  INVOLVED  IN  GRIEVANCE 

If  the  reocnmendations  made  at  any  level  of  the  grievance  procedure  result  in  sanctions  against  college  employees,  these 
measures  shall  be  regarded  as  adninistrative  action  subject  to  all  conditions  of  applicable  collective  bargaining  agreements 
and  College  and/or  Higher  Education  Coordinating  Council  Personnel  Policies. 

STUDENT  RIGHTS  &  RESPONSIBILITIES 

ODRL:  To  provide  an  atmosphere  of  sound  intellectual  and  academic  development. 
OBJECTIVES: 

1.  To  have  the  opportunity  to  pursue  higher  education.  To  have  the  freedom  to  exercise  the  rights  of 
citizenship,  association,  inquiry,  and  expression. 

2 .  To  have  the  right  to  privacy  and  confidentiality. 

3.  To  have  the  right  of  voting  representation  on  all  recommendations  to  the  President  of  the  College  on 
matters  of  concern,  including  but  not  limited  to,  academic  standards,  student  affairs  and  curriculum 
changes. 

4 .  To  have  the  right  of  quality  education,  including  but  not  limited  to  the  following: 

a)  The  right  to  competent  instruction  in  courses  and  programs  offered  by  the  College. 

b)  The  right  to  assistance  in  overcoming  educational,  cultural,  emotional,  and  economic 
disadvantages  which  hinder  the  educational  process. 

c)  The  right  to  receive  in  writing  from  each  faculty  member  during  the  first  week  of  classes  of  each  semester, 
a  brief  course  description  outlining  the'material  to  be  covered.  Also  to  receive  course  requirements, 
including  a  specific  list  of  information  and  techniques  which  the  student  is  expected  to  acquire,  attendance 
policy  and  the  grading  system  utilized. 

5.  To  have  the  right  to  fair  and  equal  treatment,  including  but  not  limited  to: 
instruction,  evaluation  and  services  by  the  faculty,  staff,  students  and  administrators . 
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TUITION  WAIVERS 

Students  with  approved  tuition  waivers,  tuition  remissions,  or  tuition  vouchers  nay  register  on  a  space-avai  1  ahle-basis,  and 
fees  nust  be  paid.  Tuition  waivers,  tuition  remission  or  tuition  vouchers  do  not  apply  to  special  programs,  seminars  or 
private  instruction  administered  by  the  Division  of  Continuing  Education  (DCE) .  Also,  certain  tuition  waivers,  which  apply  to 
the  state  supported  day  division,  do  not  apply  to  the  Division  of  CbntLnuing  Education  programs,  including  summer 
sessions.  For  example,  the  National  Guard  waiver  can  not  be  applied  to  Division  of  Cbntinuing  Education  programs. 


VETERANS 

Veterans  roust  present  documentation  to  the  Registrar,  Rccm  202,  in  the  Administrative  Building  and  may  enroll  with  a  tuition 
waiver  at  the  space  available  registration  period.  Fees  must  still  be  paid.  The  veteran  must  be  admitted  into  a  degree 
program.  Veterans  who  were  not  Massachusetts  residents  at  the  time  of  entry  into  the  Armed  Services  but  have  resided  in 
lYBSsachusetts  for  the  past  two  years  are  eligible  for  the  tuition  waiver. 

WITHDRAWAL  PROCEDURES 

FROM  COURSES 

Students  may  withdraw  from  a  course  after  the  official  ADD/DROP  period  and  before  the  end  of  the  designated  withdrawal 
period  listed  in  the  academic  calendar.  Courses  dropped  during  this  period  will  be  recorded  as  W  on  the  student' s 
transcript,  which  is  not  included  in  calculating  the  G.P.A.  Students  must  ctotain  the  instructor' s  signature  and  complete  and 
file  a  Withdrawal  Form  with  the  Registrar' s  Office.  A  student  for  any  reason  may  submit  withdrawals.  The  signature  of  the 
instructor  or  other  authorized  aoministrator  indicates  that  the  instructor  is  aware  that  the  student  is  withdrawing  frcm  the 
course,  it  does  not  signify  the  instructor' s  approval.  Failure  to  attend  class  after  the  official  ADD/DRCP  pericd  does  not 
constitute  an  official  withdrawal  frcm  a  course. 

Students  who  do  not  follow  the  withdrawal  procedures  from  a  course  in  which  they  are  enrolled  will  receive  a  grade  of  "F"  for 
the  course  and  are  subject  to  the  appropriate  refund  policy. 


FROM  ROXBURY  COMMUNITY  COLLEGE 


Students  who  wish  to  withdraw  from  the  College  must  meet  with  an  advisor  and  complete  an  Institutional  Withdrawal  Form, 
available  at  the  Registrar' s  Office.  Ceasing  to  attend  classes  dees  not  constitute  official  withdrawal.  The  failure  to  withdraw 
officially  may  result  in  receiving  graces  of  F  for  all  courses  for  which  the  student  is  registered. 
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Tips  for  Students 


While  we  all  have  the  sane  24  hours  a  day  in  which  to  accatplish  tasks,  same  accomplish  much  more  than  others  and 
seem  to  be  more  content.  Experts  tell  us  that  most  of  what  we  do  is  based  on  habit.  Taking  a  close  look  at  same  of  our 
habits  might  help  us  find  out  where  we  can  improve.  Knowing  what  you  want  to  achieve  and  practicing  same  good  tine 
management  habits  can  go  a  long  way  toward  helping  you  achieve  the  things  that  you  need  and  want  to  do.  Daily  use  of  the 
school  agenda  will  help  you  became  better  organized.  Use  a  personal  Monthly  Calendar  to  help  plan  for  appointments, 
deadlines,  and  scheduled  events.  Jot  down  reminders  about  test  and  project  due  dates.  When  planning  your  day, 

MANAGING  YOUR  DAY 

In  class: 

1.  Record  all  homework  tasks  on  the  day  they  are  assigned,  making  sure  to  include  the  due  date. 

2.  Write  down  tests  and  long-term  projects,  such  as  essays,  on  the  day  they  are  due,  as  well  as  the 
day  they  are  assigned.  A  reminder  in-between  is  also  a  good  idea. 

3.  Record  assignment/test  results  on  your  record  of  achievement  pages.  This  will  help  you  determine 
which  of  your  subjects  require  improvement  and  extra  study  time. 

4.  Record  upcoming  events  that  you  plan  to  attend. 

5.  Use  the  long-term  assignment  space  to  record  details  about  the  projects  and  assignments  that 
need  to  be  broken  up  into  smaller  parts. 

6.  Fast-forward  to  the  appropriate  week  to  enter  a  future  assignment. 

After  class/At  home: 

1.  Arrange  your  work  in  order  of  priority. 

2.  Commit  yourself  to  a  schedule  and  stick  to  it.  Remember  the  goals  that  you  have  to  set  for  yourself. 

3.  Schedule  your  time  in  half -hour  blocks.  Plan  to  spend  more  time  on  the  subjects  that  require 
improvement . 

4:  Allow  yourself  tijme  to  review  your  work  two  or  three  days  before  a  test  or  a  quiz. 

5.  Remember  to  schedule  time  for  long-term  projects.  Record  this  in  the  long-term  assignment  space 
on  your. monthly  pages. 

6.  Take  time  for  review  of  assignments/tests  returned  by  your  teacher. 

7.  Transfer  all  unfinished  tasks  to  a  future  date. 

8.  Check  off  assignments  that  you  have  completed  or  transferred. 

9.  Review  your  weekly  schedule  regularly  and  adjust  it  as  required. 


Long-term   Planning — Plan  Ahead: 

The  long-term  assignment  section  on  each  monthly  page  allows  you  to  record  projects  and  to  break  them  up  into  smaller 
steps.  Very  often  the  larger  tasks  may  appear  intimidating  because  there  is  so  much  to  be  done.  When  you  take  it  one  step 
at  a  time  and  have  a  clear  idea  of  where  you  want  to  be,  the  project  can  be  completed  with  greater  peace  of  mind. 

Here  are  some  long-term  planning  tips: 

1.  Find  out  exactly 'what  is  expected. 

2.  Collect  research  materials.  Whenever  you  take  notes,  first  write  down  all  of  the  source  information 
you'll  need  for  your  bibliography. 

3.  Organize  your  project  into  smaller  units',  and  decide  by  which  date  you  can  realistically  complete 
each  section. 

4.  Ask  for  initial  comments  from  your  teacher  (if  allowed)  to  check  whether  you.  are  making 
satisfactory  progress. 
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MANAGING  YOUR  TASKS 


1 .  Prepare  a  schedule  that  clearly  indicates  when  you  will  study  and  when  you  will  be  occupied  with 
other  regular  commitments  or  recreational  activities. 

2.  Reflect  regularly  on  your  use  of  tine;  set  priorities  for  your  work. 

i 

3.  Adjust  your  schedule  until  it  is  just  right  for  a  particular  semester  or  school  year.  Setting  unrealistic 

goals  will  only  discourage  you.  .  . 

4.  Divide  lengthy  or  difficult  assignments  into  short,  manageable  units. 

5.  Take  a  short  break  or  reward  yourself  after  completing  a  unit:  this  will  help  you  concentrate  better 
on  the  next  task. 

6.  If  certain  facts  or  details  must  be  memorized,  do  not  try  to  memorize  all  of  them  at  once. 

7 .  Wait  a  day  before  editing  the  rough  draft  of  a  written  assignment . 
SUCCESSFUL  STUDYING  STRATEGIES 

1.  Listen. 

2.  Concentrate  on  your  professor/instructor. 

3.  Tune  out  noise/talking. 

4.  Listen  for  main  ideas. 

5.  Use  the  5  W's  and  1  H  to  focus  on  your  ears:  What?  Why?  When?  Where?  Who?  How? 

6.  Be  alert  for  the  speaker's  feelings  and  style. 
Taking  notes 

1.  Do  not  write  everything  down. 

2.  Write  down  important  ideas  and  supporting  facts. 

3.  Use  your  own  words,  not  your  teacher's. 

4.  Learn  different  note  taking  methods-mapping,  outlining. 

5.  Keep  notes  organized  by  dating  and  numbering  pages. 

6.  Keep  all  notes  for  class  in  one  place. 

7.  Quickly  review  what  you're  learning  in  each  class  daily  and  weekly. 

,  8.    Summarize  important  chapters,  lectures,  or  discussions,.  Just  doing  this  will  help  you  remember. 

9.  Apply  what  you're  learning  as  soon  as  possible. 

10.  Study  with  friends  if  you  can  stay  on  topic. 

11.  Ask  questions  and  answer  their  questions. 

12 .  Learn  memory  aid  techniques  to  trigger  recall . 

RULE  OF  THUMB:   Listen  80%  and  write  20%  of  the  time.  Also,   short,   repeated  study  periods  work 
better  than  one  long  cram  session. 

Workplace 

i      1.  Work  in  the  same  place  as  much  as  possible. 

2.  Keep  your  workplace  clean  and  uncluttered. 

3.  Make  sure  you  have  good  lighting  to  try  to  avoid  tired  eyes  and  drowsiness. 

4.  Use  a  firm,  straight  chair. 

5.  Don't  do  homework  in  front  of  the  TV! 

6.  Quiet  music  may  help,  or  it  may  distract  you. 

7.  Choose  what  is  best  and  stick  to  it. 


TEST-TAKING  SKILLS 


L      Find  out  what  kind  of  test  you'  re  getting  (multiple  choice,  essay-type) . 
2     Avoid  cramming. 

3.  Set  up  a  study  schedule  to  you  review  everything  well  before  the  test.  Use  your  agenda  to  keep 
track. 

4.  Write  out  likely  questions  and  answer  them 

5.  Get  enough  rest  the  night  before. 

6.  Wear  comfortable  clothing. 

7.  Take  all  the  necessary  tools:  pens,  pencils,  calculators,  high-lighter,  etc. 

8.  Don' t  start  writing  as  soon  as  you  get  the  test. 

9.  First,  skim  the  exam  to  make  sure  you  have  it  all,  and  then  read  the  instructions. 

10.  Hi-light  key  words  like  discuss,  compare,  and  list. 

11.  Quickly  estimate  how  much  time  you  have  to  answer  questions,   GO! 

12.  Answer  easier  questions  first  to  be  sure,  you  understand  exactly  what  it  being  asked. 

13.  Read  questions  several  times  to  be  sure  you  understand  exactly  what  is  being  asked. 

14.  Never  rush  through  questions  in  a  panic.  Be  calm  and  pace  yourself. 

15.  Try  to  leave  some  time  before  the  test  is  over  to  review  and  correct  errors. 

16.  If  you  run  out  of  time  on  a  certain  question,  leave  some  room  and  return  to  it  later. 
RULE  OF  THUMB:  When  you're  well  prepared,  you  experience  less  stress.   Get  set. 

Multiple  Choice  Exams 

1.  Don't  guess  unless  there  is  no  penalty  for  wrong  answers. 

2.  Before  looking,  at  the  possible  answers,  try  to  form  the  answer  in  your  minds. 

3.  Don't  change  an  answer  that  came  to  your  mind  first  unless  you're  absolutely  sure  it's  wrong. 

Essay  Questions 

Always  write  answers  in  paragraph  form  unless  a  list  is  specifically  asked  for.  Write  essay  questions  this  way: 

I 

1.,  Make  a  rough  outline. 

2.  Begin  with  a  topic  sentence  that  includes  the  key  words  of  the  question. 

3.  Support  your  position  with  specific  examples  and  detailed  information. 

4.  Conclude  by  very  briefly  summing  up  your  answer. 

GENERAL  RESOURCES  FOR  WRITING 

Choose  your  topic 

What  are  you  going  to  write  about?  Sometimes  the  topic  is  determined  for  you.  If  not,  write  about  something  that  interests 
you.  , 

Narrow  your  topic 

After  you  know  your  topic,  narrow  it  to  a  manageable  size 
Example:  Large  mammals 

1 .  Large  Manuals .  of  North  America 

2 :  North  America  Black  Bears 

a.  Habitat  of  North  ftrerica  Black  Bears 

b.  Focus  your  writing  on  a  main  idea  or  argument 

c.  Develop  a  thesis  statement  that  briefly  expresses  your  point  of  view. 

Example:  The  natural  habitat  of  North  American  black  bears  is  being  lost  due  to  developments  at  an  alarming  rate. 

d.  How  will  you  write:  Determine  your  writing  strategy.  What  is  the  purpose  of  your  writing? 
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Ycu  can  write  to  inform,  to  persuade,  to  entertain,  or  to  instruct.  Deciding  what  the  purpose  of  your  writing  is  will  give  insight 
into  how  to  write  if  you  are  writing  to  persuade,  you  might  include  examples  that  prove  or  give  support  to  your  claim. 

e.  Who  is  your  intended  audience? 

f.  You  write  differently  depending  on  audience  (e.g.,  friend  vs.  employer). 

i 

g.  Adjust  your  style  and  language  for  each  audience. 

h.  If  you  want  to  persuade)  know  your  audience's  position/beliefs. 

i.  What  point  of  view  will  you  use? 

j .  Generally,  pick  a  point  of  view  and  stick  to  it. 

Non-fiction:  You  can  write  with  your  own  voice  or  without: 

With:  Based  on  this  evidence,  I  concluded 

Without:  Based  on  this  evidence,  it  is  possible  to  conclude. 
Fiction:  You  can  write  in  either  the  first  person  or  the  third  person: 

First:  I  walked  down  the  street 

Third:  She  walked  down  the  street 

k.  What  form  will  you  give  your  writing?  Different  forms 

e.g.  (essay,  and  book  review)  have  different  requirements. 

1.  Ask  your  teacher  what  form  (or  genre)  you  should  write  in.  What  information  do  you  need? 

Content 

1.  Research  your  topic  thoroughly.  Start  with  general  encyclopedias,  CD-RCM's  to  get  a  broad 
view  o  the  topic. 

2.  Take  notes  as  you  go. 

3.  Write  down  relevant  information.  Don't  write  down  everything.  Taking  too  many  notes  just 
drowns  you  in  information,  making  it  harder  for  you  to  write  a  coherent  paper  in  which 
everything  fits  together. 

4.  Make  an  outline  as  you  take  notes,  form  general  ideas  about  your  topic. 
Take  those  ideas  and  make  a  general  outline  of  your  paper. 

5.  Write  down  each  main  idea,  then  organize  them.  Make  sure  they  all  fit  in  place. 

TIP:  When  you  take  notes,  immediately  jot  down  the  title  of  the  work,  the  author,  the 
publisher,  and  the  date  published.  This  saves  time  later. 

WRITING 

Finally,  it' s  tine  for  the  real  work. 
Write  your  first  draft. 

1.  Begin  with  a  brief ,  interesting  introduction. 

2.  Include  your  thesis  statement. 

3.  Develop  each  paragraph  in  turn  as  a  whole.  For  interest,  vary  the  length  of  paragraphs. 
Make  sure  each  paragraph  is  linked  to  the  next  (and  the  previous) . 

Revise  your  draft. 

1.  Read  it  out  loud,  slowly,  listening  for  awkward  words/sentences. 

2.  Proofread  for  spelling  and  gramxatical  errors. 

3.  Take  out  redundant  phrases  (ones  that  repeat  what  has  already  been  said) . 

4.  Make  sure  the  sentences  have  enough  variety  to  keep  readers  interested. 
Write  the  final  draft  -  Make  it  look  good. 

Document  all  sources  of  information  and  ideas.  Failure  to  do  so  may  be  plagiarism. 
IMPORTANT  NOTE:  Find  out  what  method  of  documentation  your  teacher  prefers. 
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